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FOREWORD 


It is now more than thirty years since modern concepts of position 
classification on the basis of duties and responsibilities were initiated by 
the City Civil Service Commission of Chicago. It is well over fifteen years 
since the first library classification and pay plan was proposed by the. 

.American Library Association* In the years since 1910 position-classifi- 
cation has become an inescapable and highly standardized part of personnel 
management, both public and private. In recent years the wide-ranging^ re- 
search program of the United States Employment Service in writing specifi- 
cations for industrial positions has gone far to extend the idea of duties 
classification to many phases of industrial employment which had hitherto 
been negleoted* 

There can be no doubt concerning the value of position-classification to 
libraries, public or private, university or other* The necessity of careful 
description and orderly arrangement of positions increases steadily with the 
size of the institution, but few libraries can be so small as not to benefit 
from order and care in the description and management of the positions re- 
quired for their operation. In large libraries and in the world of the li- 
brary profession generally it is now apparent that a systematic and reasonably 
uniform structure of clearly defined positions is one of the principal requi- 
sites for a career service* 

Any classification and pay plan necessarily reflects the established 
patterns of employment in any given society at any given time. In a society 
changing as swiftly as is that of the western world, a classification and pay 
plan may be called upon to respond to rapidly changing professional and. eco- 
nomic situations. Salary scales now appropriate may be thrown out of line 
by marked changes in the cost of living* The role of the library profession 
may expand substantially in the next decade and require reconsideration of 
present specifications. 

Furthermore, the function of overhead management may also expand in the 
larger public and private libraries of the country* Experience has demon- 
strated that a serious weakness in the field of government has been failure 
to provide adequate top management and management assistants. The numb e r of 
administrative assistants is now rapidly increasing, and in any large organ- 
ization a considerable number are required. It appears from the specifications 
in this study that the great bulk of the work of overhead administration is 
to be entrusted to the Chief Librarian and to the Associate Librarian. _ One 
classification. Assistant to the Chief Librarian, is set up to assist in the 
tasks of overhead management. It may be suggested that as the functions and 
services of libraries expand, more positions with specialized administrative 
tasks to perform may be required. 

Class specifications have become highly standardized in form, if not in 
content. They are typically additive in character and often fail to give a 
really illuminating picture of the relative weight of responsibilities of the 
position. This aspeot of specification writing happens to be well illustrated 
by the specifications for Librarian and Associate Librarian contained in this 
excellent study* The scope of their duties is large, but it. is impossible 
to ascertain whether these offices are conceived as being primarily concerned 
with internal administration, with book selection. and olient reading habit 
study, or with the outside contacts which are so important in any library. 
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Perhaps we ought not to expect duties specifications to assist management in 
this respect, and the illustration is selected not with the purpose of 
suggesting any criticism but rather to indicate that the position-classifi- 
cation plan alone does not tell ail that needs to be understood with respect 
to managerial duties. 


A study of this kind marks a definite milestone in the development of any 
profession* That it will be extremely useful to college and university li- 
braries cannot be doubted. In a recent thesis at the Graduate Library School 
of the University of Chicago entitled "Civil Service and Public Libraries, 
Herbert Goldhor reached the conclusion that much progress remains to be made 
in effective classification of library positions, so far as public libraries 
are concerned. Presumably much the same conclusion could be drawn with respect 
to the libraries of private educational institutions. 


Herein are contained the fundamental standards for good library personnel 
administration. Reconsidered from deoade to dooade, they not only furnish 
the solid foundation on which effective library work is maintained but, from 
another point of view, serve as documentary records of the rising standards 
of library administration. 


Leonard D, White 

Professor of Public Administration and 
Chairman. Administrative Committee, 
Department of Political Science 
University of Chicago 


Chioago, 
Illinois 
May 14, 1943 
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INTRODUCTION TO SECOND EDITION 


Classification, in library work, consists in placing the books and other 
materials on the same subjeot in the same class and assigning the same class 
number to them. Position-classification in personnel administration is 
placing in one class all positions which are similar in nature and diffi- 
culty of duties and in weight of responsibilities and which require similar 
preparation and personal traits. Such positions are given the same descrip- 
tive class title and are called a class of position. A position-classification 
plan brings together in a logical pattern the classes of positions of an 
institution or group of institutions and shows their relationship to one 
another and to the entire group. In addition it aids in recruitment, fur- 
nishes a satisfactory basis on which to develop a pay plan, facilitates pro- 
motion and transfer procedures, aids in developing service rating and train- 
ing programs, assists in improving organization, and provides the foundation 
on which to build good employee-management relations and all other parts of 
a system of sound personnel administration. 

In this presentation of Classification and Pay Plans for Libraries in 
Instituti ons of Higher Education the institutions have been divided into 
three groups: non- degre s-conf erring institutions, degree-conferring four- 
year institutions and universities. The classification and pay plan for each 
group has been issued as a separate volume, each self-contained. 

Historical Background 

The American Library Association and several state library associations 
have been working on classification and pay plans for libraries for a number 
of years. In 1927 the report of the Bureau of Public Personnel Administration 
to the A.L.A. Committee on the Classification of Library Personnel was issued 
under the title Proposed Classificatio n and Compensation Plans for Library 
Positions, often referred to as the Telford report. In 1929 a subcommittee 
of the A.L.A. Committee on the Classification of Library Personnel brought 
out Budgets, Classification and Compen sation Plans for University and College 
Libraries which superseded that' part of the Telford report which dealt with 
colleges and universities. 

The A.L.A. Board on Salaries, Staff and Tenure published Classification ^ 
and Pay Plans for Municipal Public Li braries in 1939 as its first contribution 
to the series of classificatTon and pay plans for all typqs of libraries which 
it planned to issue to fulfill one of the functions assigned it by the A.L.A, 
Council. 

In the spring of 1939 the Association of College and Reference Libraries, 
which was then a section and is now a division of the A.L.A., appointed a 
Committee on Budgets, Compensation and Schemes of Service and in June 1939 
the A.L.A. Board on Salaries, Staff and Tenure appointed its Subcommittee 
on Budgets, Compensation and Schemes of Service for Libraries Connected with 
Universities, Colleges, and Teacher Training Institutions. The membership 
of the committee of the A.C.R.L. and of the subcommittee of the board were 
identical. Classification and Pay Plans for Libra ries in Institutions of 
Higher Education has been prepared' by this subcommittee working in conjunction 
winh members of the A»L«A. Board on Salaries, Staff and Tenure. 
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The subcommittee acknowledges its indebtedness to the classification and 
pav plans previously mentioned; these have been of inestimable value in the 
preparation of the present plans. It also owes much to librarians in the 
field, whose criticisms and suggestions have been most helpful, lor per- 
mission to quote the section for pages 5-6 of F ° si ^ io ^~ C1 f 1 ssifi cation ig. 
the Public Service the subcommittee thanks the Civil Service Assembly of the 

Unites States and. Canada * 


Objectives 

The major objectives of this present publication ares 

1. To develop classification and pay plane for libraries in 
institutions of higher education; 

2. To establish certain minimum personnel standards for these 
libraries. 

Scope of the Project 

This study is limited to positions in the professional and related cler- 
ical services in libraries of institutions of higher education* It ha# 
omitted certain administrative specifications for the clerical service and 
has not touched upon the building maintenance, binding or printing service a. 

Each of the three books treats with a classification and pay plan for one 
of the three groups of institutions (non-dogree-oonferring, degree-conferring 
four-year, universities). Each book contains four sections: (l) Classes of 
Libraries, (2) Classes of Departments, (3) Personnel Specifications for 
Library Positions in the Professional and Clerical Services, and (4) Standards 
of Education, Experience and Pay for Personnel Grades. 

The project as originally planned included only those standards which affected 
the library personnel, namely those which were needed to determine the site, 
organization, qualifications and compensation of the staff. In December 1940 
the Board of Directors of the A.O.R.L. approved the inclusion of other material 
to make possible the self-evaluation of a library. These additions were items 
about the building* qualitative appraisal of book stock and special service 
factors* 

Before the enlarged program could be completed this country entered the war# 
When the subcommittee met in December 1941 the members -vie re firmly oonvinoed 
that the classification and pay plan would be of great value to libraries dur- 
ing the war period and was therefore needed immediately. They were of the 
opinion, however, that the war might affect libraries in institutions of higher 
education no drastically that it would be unwise to issue the self-evaluating 
score card until after the war. Both the A«L,A* Board on Salaries, Staff and 
Tenure and the Board of Directors of the A.C.R.L, approved the subcommittee* s 
proposal to complete the classification and pay plan at the earliest possible 
date and to postpone until after the war the publication of the self-evaluating 
score card. It is hoped that the score card may be completed and published after 
the waif as much work has already been done on the sections on building, qualita- 
tive and quantitative appraisal of book atook and special service f motors, as 
well as for that section on staff. 

Methods of Procedure 

The subcommittee has held 9 work meetings, eaoh of whioh has been 2 
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or n}ore days in length and totaling more than 70 sessions. . Open meetings 
for suggestions and criticisms of the work uhder way were held at the 1940 
Cincinnati Conference, 1940 Midwinter Conference, 1941 Boston Conference and 
1941 Midwinter Conference. Meetings have also Been held with various inter- 
ested groups such as librarians of teacher training institutions,, representa- 
tives of professional library associations and the Subcommittee on College 
and University Library Buildings of the A.L.A, Committee on Library Archi- 
tecture and Building Planning. The committee working on classification ana 
pay plans for the American Association of Law Libraries cooperated by ^ furnish- 
ing job analyses for 14 law school libraries and statistical information, 
and by sending a representative to three meetings of the subcommittee* 

At the San Francisco Conference in June 1939 the subcommittee . srtudied 
various classification and pay plans which were prepared for or included ^ 
libraries and made plans to undertake a job analysis of a group of libraries 
in junior colleges, four-year colleges, universities and teacher training 
institutions. This job analysis was made in the fall of 1939 by approximate y 
25 cooperating libraries and at a later date by 14 libraries in schools and 
colleges of law. (The form used for the job analysis appears as Appendix a.) 

In March 1940 a first preliminary report, ’'Classification and Pay Plans 
for Libraries in Junior Colleges, Four-Year Colleges, Universities and 
Teacher Training Institutions — First Rough Draft of Section on Classes of 
Libraries” was sent for comment to approximately 250 librarians.^ The sug- 
gestions and criticisms received were incorporated whenever possible* 

In order to obtain the opinion of educators as well as librarians on the 
desirable weights which should be given the four sections of the score card 
(books, staff, special service factors and building) 36 college presidents 
were invited to state their preferences for various weights proposed* 

In August 1941 a second draft was issued as "Classification and Pay Plans 
for Libraries in Institutions of Higher Education.” This draft containing 
150 pages included sections on Classes of Libraries* Classes of Departments* 
Standards of Education, Experience and Pay for Personnel Grades, Specifi- 
cations for Positions and Score Card. Approximately 200 copies of this draft 
were sent out for criticism. They were accompanied by a questionnaire asking 
the librarians to test the plan for their own libraries. The response was 
most generous and helpful* 

After the A*L*A. Board on Salaries, Staff and Tenure and the Board of 
Directors of the A.C.R.L., in December 1941, approved the curtailment of the 
project to its original scope, the subcommittee removed all standards not 
having a direct relationship to the size, organization and qualifications of 
the staff from the section. Classes of Libraries, and dropped the entire 
Score Card Section* 


The progress of the work has been reported at the open meetings of the 
subcommittee, at regular meetings of the Board of Directors of the A.C.R.L 
at general and section meetings of the A.C.R.L*, in the annual reports of 
the A* L* A. Board on Salaries, Staff and Tenure, and in articles in College 
and Research libraries and School and Society* 
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Constant reliance has been placed on the advice and help of members of the 
library profession and of dthdr educators In the preparation of these plans* 
Critioi^C IgjA** ■ £•*» iolidited a*, various stages In the work and -the response 
has been helpful* Hundreds of communications, both 





personal and by letter, were received from librarians, college presidents* 
offioers of accrediting agencies and other interested educators. 

These plans, therefore, reflect the criticism and suggestions received 
from a large number of interested persons and should be helpful to all 
institutions of higher education in drawing up plans for their libraries* 

In June 1946 the A.L.A. Council adopted a revised basic minimum pay plan 
for Classif ication and Pay Plans for Libraries in Institutions of Higher 
E du cation and Classification and Pay Plana for Municipal^ I^uhlxo Libraries * 

This revised basic minimum pay plan was recommended by the A.L.A. Boar a on 
Personnel Administration (formerly called the A.L»A» Board on Salaries, Staff 
and Tenure) after consultation with all of the A.L.A. divisions* 

At its meeting ’'d.n June 1946 the A# L* A, Board on Personnel Administration 
deoided that work should be continued on the parts of the plans omitted be- 
cause of the war. It therefore appointed a subcommittee to work with the 
representatives of the board on the preparation of these sections. The 
members of the A.C.R.L. Committee on Budget, Compensation and Schemes of 
Service were again asked to serve as members of the board's Subcommittee on 
Budgets, Compensation and Sohemes of Service for Libraries in Institutions 
of Higher Education* 

In December 1946 on recommendation of this subcommittee the A.L*A. Counoil 
adopted revised figures in estimating the expenditures for staff salaries and 
for books, periodicals and binding. The revised basic minimum pay plan and 
revised figures for expenditures have been incorporated in this seoond edi- 
tion. 

The subcommittee is now at work preparing the self-evaluating floor# oard 
and a classification plan for professional aohool libraries which will be 
published separately. The members of the subcommittee working on these 
projects are David H. Clift, chairman, Mary Viok Burney, Ralph M. Dunbar, 
Charles R. Flack, Edward Geier Freehafer, Flora B. Ludington, Ralph Halstead 
Parker, Ruth Tarlton Power, Fremont Rider, Eugene H. Uilson and Eleanor M» 
Witmer. The representatives of the A.L.A. Board on Personnel Administration 
working with the subcommittee are Edward B, Stanford, chairman, David H. 

Clift and Hazel B. Timmerman, executive assistant. 

Purpose of the Plana 


Personnel administration la one of the major ooneerns if not the major 
conoern of library administration. Classification of position* 1* a basic 
tool in personnel administration - as basic as is the olassifloatlon of 
hooks and other materials in library work* Classification and pay plan* are 
as essential to good administration and management in libraries as they are 
in business, industry a^d government* 

A classification plan is not only of value in reoruiting and certification 
but it also has many other uses in personnel administration* These are 
stated in Posit ion-Claaslfioatlon in the Public 3ervlo* > as follows! 


•^ivi^larvise Assembly of the tf, 3. and Canada* Position-Glassification 

i ^ ■ ’’ :■ fc. * 
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"Position-classification is an administrative instrument of wide useful- 
ness and value in personnel administration. It groups individual positions 
into classes of positions on a basis that has real meaning in personnel 
administration. By emphasizing an impartial scientific approach, it helps 
avoid a purely personalized treatment of work and pay problems. It aids 
recruiting and testing authorities by making it possible to hold. tests for 
classes of positions instead of a larger number of tests for individual 
positions having immaterial differences and by furnishing for. each class a 
picture of the work to be performed and a statement of qualification re- 
quirements. In its use as a sound basis for a fairly administered pay plan, 
it serves the interests of the people, the tax payers, the operating offi- 
cials, and the employees. Its system of class titles constitutes a uniform 
job language defined in class specifications , which in itself provides a base 
for common understanding among all those agencies and officials having to 
do with personnel administration. It facilitates the preparation of in- 
formative budgets for personal services; clarifies promotion and transfer 
transactions; aids in developing service rating plans and training programs, 
aids in planning, clarifying, and improving organizations; facilitates the 
development of good employee -management relations; and makes it possible to 
keep significant service records and compile meaningful personnel statistics. 

"In these and many other ways it serves as a facilitating instrument for 
personnel management and administrative operation, and as a specific tool 
for conducting many types of transactions involving the public, present and 
prospective employees, operating officials, accounting, budgeting. and 
appropriating agencies, and the personnel agency of the jurisdiction. I 
is this broad usefulness which makes a well prepared, currently maintained 
classification plan for positions the keystone in a sound system of public 
personnel administration." 

The selection and retention of able, courteous and efficient personnel 
is of major importance to those responsible for library administration. If 
professional workers of desirable calibre are to be attracted to and re- 
tained in library service in institutions of higher education they must be 
fully informed of the duties and responsibilities involved in the positions 
in this field, of the qualifications required, the rates of pay and the pro- 
motional opportunities. 

Similarly the establishment of standards for personnel as set up in these 
classification and pay plans and other library tools will act as a strong 
factor in recruiting men and women with desirable educational and personal 
background to the library field. 

Library groups engaged in setting up certification requirements and 
standards will find this material helpful. 

After the positions which are similar in nature, difficulty of duties 
and weight of responsibilities have been grouped together as a. class of 
position they are given a class title as Intermediate Circulation Librarian 
or Junior Reference Librarian. It is only after the position-classification 
plan has been made that a pay plan can be drawn up which will assure equal 
pay for equal work. For this reason a carefully prepared classification plan 
based on an actual job analysis of the work performed should be a first step 
in the organization of any library. 

A classification plan one© developed is not static. It is constantly 
altered to meet the changing conditions in the library. Certain positions 
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may be eliminated, others added, and some < combined : n 4 ^tinrthoir d recla‘'sifi- 
be added or taken away from certain positions necessitating thoir reclasSifi 

cation. 

In drawing up a pattern for libraries in institutions of higher education 
for the country as a whole, the subcommittee is in no sonso attempting or 
recommending nation-wide regimentation. It believes that this pattern will 
serve as a guide to individual libraries in setting up plans to meet their 
own particular situations. It is impossible to prepare a national pattern 
which will fit any library without modification and adaptation, l^^lirar^ 
in drawing up a“classification and pay gjfnj 3 _fJ± 3 _-Qwn 

— ^ bhe'TuHcolitttdWeeV'Tw mice a job jnnys£r^TeOT j>Otjrj>o- 

— , — ■ — n — — rrrr hTnyThnumri m t.hp lob analvais. 


pattern set by the euauunum^go, v j - 0 -... — *--?i — 

sit ions , T 3 T*develop its own oTasslfi oa^ion pTanloas edon 
and ( 4 ) "prepare" a pay plan based on tho position- ola s s 1 f i c a t i on plan . The 
Flailhrfi^^ TnTfvfcfi iaT TBwa^mie following the national 

pattern in certain respects will not do 30 in others. It will, and, should fit 
the specific library only. In all probability its classes of positions will 
be fewer than those in the national model. It may have positions which will 
combine certain duties of two or three of the sample cla^s specifications and 
other positions which do not appear in the sample specifications. The classes 
of positions recognized and the duties and responsibilities of these positions 
will vary to meet the local situation. The grading of tho position may also 
vary. For example, the subcommittee automatically assigned Professional Grades 
2 or 3 to most departmental librarians and specialists. The individual library 
having a large department of modiolne, law, library science or microphotography, 
for instance, might desire to set this up as a email department or division and 
determine the grade of the position of its chief in tho same manner as the 
grades of other chiofa of departments. 


Glasses of Libraries 

Some sort of a determination of a library’s service load la essential 
preparatory to the development of any plan for its organization. The subcom- 
mittee developed, after much tasting, a method of computing the service load 
in terms of servioe units based on varying numbers of underclass and upper- 
class (undergraduate) students, honors students, U raduat© students and faculty 
members. This formula is as foilowst 

Eaoh underclass (undergraduate) student other than honors students 

is counted as 1 unit 

Each upperolass (undergraduate) studont other than honors students 

is counted as 2 units 

Eaoh honors student is oounted as 3 units 

Eaoh graduate student is oounted as 4 units 

Bach faoulty member is oounted as 6 units 

The details of procedure to be followed in determining the number of service 
units of any given library appear in the section. How to Use This Book* 

Servioe unit load rules are not to be followed blindly* Ijest this sub- 
committee’ « suggestion of method for establishing the library's servioe load 
be misunderstood, some points about it should be made clear* It Is realised 
by the subcommittee that no determination of the servioe load of any library 
oan be exaotly determined by any method of statistical oomputatlon* The »ub- 
oousnittee further realises that in the oase of very large universities, the 
making of such a servioe unit computation entails serious practical diffi- 
culties* It is extremely difficult for the larger educational institutions 
to deters^® : ih#^ library's loajl in terms of servioe units because of factors . 
‘ auohaa lack of uniformity Incounting part-time and part-year students and 
’ \f acuity | : varying 4e£t®it ions of honors and graduate work, organisational oow 
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plexity, to say nothing of the present day problems resulting from sheer 

numbers. 

The subcommittee would like to emphasize, that this document is intended 
primarily for the hundreds of small and medium-sized institutions of higher 
education, not for very large universities. The organization of very large 
institutions is not only highly complex but also highly individualized. To 
make a standardized pattern fit them is difficult, if not impossible. 

Although such a publication as this is not expected to be immediately 
applicable to the practical needs of educational institutions of very large 
size or very special type, the subcommittee believes that, if it be used 
with intelligent discrimination, it will prove of some value to them. This 
publication applied to the separate divisional or college units of a great 
university library, treating each unit as a separate entity, may be helpful 
for purposes of comparison with other libraries. If an attempt is made to 
apply it to the university library as a whole, organizational complexity 
would make such application difficult* 

Finally, no library should feel obliged to use the service unit method of 
establishing its own service load if it is able to devise a better one. On 
the other hand, it is obviously short sighted to throw this service unit 
method out simply beoause many of the details of its computation have to 
remain sheer estimate. A service unit load computation that is 70% exact and 
30% careful guesswork is, after all, more accurate than one that is 100% 
guesswork. A library budget based on such a unit basis is, after all, more 
easily defendable to trustees and administrators than a budget based on 
unchecked precedent or on what may be really little more than sheer hunch. 

Even those institutions which find it difficult to compute a service unit 
load can use this dooument advantageously to assist in the development of its 
position-classification and pay plan* 

The libraries of institutions of higher education are arranged in six 
classes for non-degree-conferring and degree-conferring four-year institutions 
and in seven classes for universities. The number of service units which the 
library has as its service load determines in which one of the various classes 
the institution belongs. 

The section. Classes of Libraries, has been included m the classification 
and pay plan in order to make a pattern for the oountry as a whole so that 
libraries having approximately the same service load will be required to meet 
the same minimum standards. 

For each of the classes of libraries are established certain minimum stand- 
ards which the library should meet. Those standards have been selected which 
affect, directly or indireotly, the size, organization and qualifications of 
the library staff. Obviously the number of positions, their variety, grading 
and distribution, the minimum qualifications required and the compensation 
paid are included in any standards dealing with positions and personnel. Other 
standards which indireotly affect the size and character of staff are also 
given— annual salary budget, book stock, annual boot budget, hours of opening 
and certain welfare and working conditions for the staff* 

Standards for libraries in institutions of higher education vary greatly 
in different parts of the country. Therefore the personnel standards used in 
the national pattern are necessarily at varianoe with local conditions in some 
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inatitutioM. It is felt, after ooraiderablo testing, that they do reflect 
average conditions throughout the country. 


While certain minimum personnel stand ards are set j jPjjlthes e^ classi i i ca tio n 
for purpose s of accrediting^^ a method of seir-e^TOllTati on. 


Classes of Departments 

In the national pattern the subcommittee has provided for four departments 
(catalog, circulation, order and reference) for universities and degree-con- 
ferring four-y ear institutions, and for three departments (catalog and order, 
circulation and reference) for non-degree-conferring institutions. 

A department is defined as a major unit of the library system, set U P 
perform* "deTEite function or set of related functions. It has its own staff, 
definite responsibilities and a head who is directly responsible to the Chief 
Librarian or the Associate (or Assistant) Chief Librarian. 


Departments have been broken down into one or more groups called classes of 
departments arranged according to the number of staff members in their full- 
time equivalent. The number of employees has been varied among classes in 
the various departments so that the positions of chiefs of all ^“^Depart- 
ments in the same type of institution will have duties and responsibilities 
of equal weight. Therefore they have been assigned the same personnel grade 
and have -been placed on the same salary schedule* Thus a Glass A Circulation 
Department will have more positions than a Class A Ref'eronoe Department but 
the duties and responsibilities of the two positions of chief will he equal 
in weight. 


The individual library, in preparing its own plans, may have the depart- 
ments as set up in the national pattern, a combination of them or even more 
departments, aooording to its own organization. 


Personnel Spe c ifications for Library Positions 

Personnel specifications have been prepared in the third section for a 
number of positions which are considered to be typioal of those occurring in 
many libraries. They have been chosen to illustrate positl ons for all grades 
of the professional and olerical servioes. For each specification six items 
are given t (l) the class title, (2) the definition of the class of the posi- 
tion, (3) examples of the typical tasks performed, (4) the qualification! 
considered minimum for satisfactory performance of the work, (6) the grade of 
professional or clerical service to which the position has been assigned and 
(6) minimum salary schedule in terms of compensation paid on an annual basis. 


Personal traits as given on each speoifloation do not attempt to enumerate 
the specific traits which are considered desirable for every library position 
such as intelligence, integrity, good health, pleasing voioe and manner, 
attractive appearance, pleasing personality, interest In people, imagination, 
dependability, courtesy, physical and mental energy, dignity, ability to do 
tew work and foroefulness. The traits which are used in the speoifioatlons, 
about twenty in number,- 'have been arranged la alphabetical order as it would 
have been extremely difficult to arrange them in order of importance on eaoh 

follow^ .for the most' part, the Order 
the, .typical tasks performed. . , . • . v ' • • <• 
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Terminology 


The terminology used in the various specifications conforms as far as 
possible to that considered best in personnel practice. With four exceptions 
all class titles in the professional service include the word ’’librarian" to 
denote professional status. These exceptions are Archivist, Bibliographer, 
Instructor in the Use of the Library and Readers' Adviser. Relative rank is 
shown as follows: Chief Librarian, Associate (or Assistant) Chief Librarian, 
Chief Circulation Librarian, Assistant Chief Circulation Librarian, Senior 
Circulation Librarian, Intermediate Circulation Librarian, Junior Circulation 
Librarian* The position. Junior Librarian, is of the lowest grade in the 
professional service on the general staff, whereas that of Junior Reference 
Librarian is of the lowest professional grade in the Reference Department. 
Relative rank in the clerical servioe is shown from the class titles: Head 
Circulation Library Clerk, Senior Circulation Library Clerk, Junior Circula- 
tion Library Clerk. In the non-degree-conferring institutions no provision 
has been made for Head Library Clerks either for the general staff positions 
or in any department. 

Several changes in terminology have been made in these plans from those 
issued by the A.L.A. Board on Salaries, Staff and Tenure in 1939 for public 
libraries. Four warrant speoial mention. The class title. Junior Librarian, 
in the present plans corresponds with that of Ilinor Junior Librarian in the 
public library plans. Both are Professional Grade 1, the' lowest grade in the 
professional servioe. Intermediate Librarian in the present plans and Junior 
Librarian in the public library plans coincide and are Professional Grade 2. 
The class titles Catalog Librarian (Reviser ), Catalog Librarian (Specialist in 
a Subjeot or Language Field) and Classification Librarian are used in these 
plans whereas Catalog Reviser, Catalog Specialist in a Subjeot or Language 
Field and Classifier were used in the publio library plans. Thus in the pre- 
sent plans another step has been taken towards following good personnel pro- 
cedure and using the word "librarian" in professional class titles. 

To denote that different classes of positions require a specific type of 
knowledge in varying degrees, a somewhat arbitrary series of descriptive adjec- 
tives and nouns have been used which have been varied somewhat for different 
types of knowledge. As an illustration, acquaintance, familiarity, under- 
standing, knowledge, working knowledge, good knowledge, broad knowledge, 
extensive knowledge, and thorough knowledge have been used, with acquaintance 
considered the lowest requirement and thorough knowledge the highest. 

Standards of Educ ation, B xperienoe and Pay for Personnel Grades 

A definite scheme has been followed so that this seotion for all three 
groups of institutions of higher eduoation will dovetail and will also corre- 
late with the same seotion in Classification and Pay Pla ns for Municipal 
Publio Libraries issued by t he“X.T*T."3 oar d ' on 'SaIarieV,‘"StafF and .'Tenure in 

Tm; , 

Twq services, professional and clerical’, have been set up for institutions 
of higher education. The publio library plans included the subprofessional 
service also. After* the Job analyses revealed that in libraries in institu- 
tions of higher eduoation this service was rarely utilized, librarians of a 
large., number of institutione were consulted to determine whether this situa- - 
t t ion me general# i„, A? pjedW#-. Ip. be. ease ,b^ ; eubprofessional .service 
Wf s omitted plans,. 
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Positions in the professional service usually fall into one of three 
groupings: executive, bibliographioafTnd those requiring contact of a pro- 

fessional nature with the public. Thus a knowledge of library work 
in a library school is considered essential. Wien certain positions require 
unusual subject or language background, it may, on_rare ,™ ry 

difficult or impossible to find someone who has this required background 
plus library aohool education. In such instances the subject back-ground may 
be deemed more essential to the specific position and the person possessing 
it be chosen for the position with the understanding he complete his library 
education within a specific period# 


As all professional staff members contribute to. the educational program of 
the institution they are deemed to be of an academic rank corresponding to 
deans, teaching staff and departmental assistants. They should also enjoy 
the academic privileges including participation in retirement plans. 

Positions in the library’s c leri ca l servioe are similar to clerical posi- 
tions in the business and other "offices of the' institution* To hold a posi- 
tion in this service the incumbent is not required to have had prior library 
education or experience. 


The classes of positions have been brought together in grades so that 
those positions which require different class titles, but which are comparable 
as to weight of duties and responsibilities and call for similar amounts of 
academic and professional or technical education are grouped in the same, 
personnel grade. It follows, therefore, that all classes of positions within 
a given grade are on the same salary schedule* 

Ten grades for the professional servioe and three for the clerical service 
have been used. All grades of both services are applicable to universities; 
nine of professional and all of olerical to degree-conferring four-year 
institutions; and six of professional and two of clerical to non-degree-oon- 
f erring institutions* Although six grades of clerical service have been set up 
in the revised basic minimum pay plan for Class ification »nd Pay Pl ans fo r 
Municipal Public Libraries the subo ommitt eTTia s not ma<i« "'provision for Clerical 
Grades' 4-6" for libraries in institutions of higher education. It is the sub- 
committee’s opinion that the types of work which are performed in these higher 
clerioal grades are usually provided for the library by the central college or 
university administration. 


Eduoational qualifications, including not only professional or technical 
training but also library experience, provide a series of equivalent e* 


In specifying the number of years of experience required which would 
enable an individual to qualify for a position of higher grade than his 
eduoational background would warrant, if library experience were not inoluded, 
the usual phrase has been "appropriate professional experience in a library 
of recognized standing * 11 Until the self-evaluating so ore card for libraries 
In institutions of higher education is issued, there seams to be no better 
way of designating which libraries are suitable for the acquisition of useful 
experience than some suoh phrase as "library of reoognized standing.** 

The section. Standards of Education, Experience and Pay for Personnel 
Grades, appears as a separate section for two reasons* to bring together in 
an alphabetical list the classes of positions set up under their grade of 
professional or clerioal servioe, and to save needless repetition of the 
education and experience requirements in each olass specification and 
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throughout the section. Classes of Libraries. 
Pay Plan 


The pay plan and its various salary schedules presente-d many perplexing 
problems. It is recognized that regional differences in standards and sup- 
port of institutions of higher education and in the cost of living make it 
impossible to set up any salary schedule which would be equally applicable 
to all libraries. Variations in the cost of living occur within the bounda- 
ries of individual states. The salaries for the position of Chief Librarian 
and for positions on the professional staff must also be considered in rela- 
tion to the salary schedules established for the various ranks of the faculty 
in the institution. In general the grades of positions in the professional^ 
service in the library are intended to be the equivalents of the corresponding 
levels of positions on the faculty in which like responsibilities, experience 
and education are required. The Chief Librarian of a college should receive 
a salary comparable to that of a full professor and head of a department in 
the college and the Chief Librarian of a university comparable to that of a 
dean in the university. The Assistant Chief Librarian's salary should compare 
with that of an associate professor? salaries of department heads should be 
in line with those of assistant professors and so on down the line. 

In the revised basic minimum pay plan, a basic salary of $2460 was adopted 
as the minimum beginning salary for a position which normally requires of its. 
incumbent the completion of a four-year college course plus one year in an 
accredited library school* A §2100 minimum salary was adopted for the positions 
for which the minimum educational qualifications were the completion of a four- 
year oollege course which included one year in an accredited library school* 

Accepting this salary of $2460 as the minimum of the salary schedule for 
Professional Grade 2, and that of $2100 for Professional Grade 1 the salary 
schedule for each grade was developed from these points. 

For most grades of service a five-step minimum salary schedule has been 
developed. Thus the salary schedule for Professional Grade 2 is $2460-2610-2760- 
2910-3060, i.e,, $2460 is the minimum salary for entrance to the posi- 
tion? four increments of $150 each have been provided? the maximum salary 
for the position on this minimum salary schedule Is $3060. The increments 
suggested are not recommended as annual or automatic increments but rather as 
increments for worth, i.e., satisfactory performance of the tasks* The salary 
schedules for eaoh grade are set up so that they dovetail into one another 
to form one oomplete pay plan, as follows: 

Professional Service 


Grade 1 - $ 2 100 

2 - 2 460 

3 - 2 910 

4 - 3 450 

5 - 4 080 

6 - 4 800 

7 - 5 700 

8 - 6 960 

9 - , 8 760 


$ 2 

220 

$ 2 

340 

2 

610 

2 

760 

3 

090 

3 

270 

3 

660 

3 

870 

4 

320 

4 

560 

5 

100 

5 

400 

6 

120 

6 

540 

7 

500 

8 

100 


9 540 JO, 320 
12,000 12,900 


A Q 

460 

$ 2 

580 

2 

910 

3 

060 

3 

450 

3 

630 

4 

080 

4 

290 

4 

800 

5 

040 

5 

700 

6 

000 

6 

96 0 

7 

380 

8 

760 

9 

300 

11, 

,100 

11, 

,880 

13, 

,800 

14, 

,700 
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Clerioal Service 


Grade 1 - 

$1350 

$1410 

1)1470 

2 - 

1470 

1530 

1590 

3 - 

1650 

1710 

1770 $1830 $1890 


Although definite salary schedules have been provided for clerical service, 
from which hourly rates for student assistants performing clerical work are 
derived, compensation for such work. should be dependent as well on that paid 
for like work in the institution. 

All the standards set up are minim um standard s. It is hoped that the 
individual library will take these minimum schedules as a basis for devising 
a pay plan more applicable to its particular situation. It is expected that 
average and better than average libraries will exceed these minimum salary 
schedules for the various grades. 

The revised basic minimum pay plan for municipal public libraries diifers 
from that used for libraries in institutions of higher education as six in- 
stead of three clerical grades are set up in the municipal public libraries 
plan. The subcommittee is of the opinion that Clerical Grades 4-6 do not 
usually exist in libraries in institutions of higher education because the 
central college or univorsity administration normally provides the library 
with the services performed in these grades in public libraries. As the 
very large university libraries may have such positions the minimum salary 
schedules for these grades are given for the information of such libraries. 


Clerioal Service 

Grade 4 - $1830 01890 01950 02010 02070 

5 - 2010 2130 2250 2370 2490 

6 - 2370 2490 2610 2730 2850 

Future Revisions 

Classification and pay plans can not bo static but must bo adjustable and 
changing to reflect current duties and responsibilities. Post war conditions 
may well accelerate such changes. 

After these plans are in use certain inconsistencies and imperfeotions will 
no doubt be brought to light. The subcommittee will therefore welcome sug- 
gestions and criticisms in regard to the plans. Revisions to meet future 
needs will be essential. 



HOW TO USE THIS BOOK 


I. Classify the institution 

In the preparation of Classification and Fay Plans for Libraries in 
Institutions of Higher Education the institutions have teen divided "into 
three groups: non-degree-c onf err ing institutions, degree-conferring four- 
year institutions and universities. The classification and pay plan for 
each group is issued as a separate book. 

Non- degree-conferring institutions include junior colleges, two-year 
and three -year normal and teacher training institutions, and technical 
institutions above the high school level that do not confer a bachelor' s 
or higher degree. 

Degree-conferring four-year institutions offer primarily a program^ 
leading to the bachelor's degree and may or may not also offer addi- 
tional work leading to a master's degree. These include both liberal 
arts colleges and teacher training and other professional colleges. 

Universities offer graduate academic work leading to the master's 
degree and doctor’s degree and professional eduoatlon leading to 
the various professional degrees and may or may not also include 
undergraduate curricula leading to the academic bachelor* s degrees. 

3eleot the book which treats the class of institution under considera- 
tion. Bach book is so set up that the material in it applies only to 
libraries in that group of institutions. The other books will not apply 
to the library under consideration. v ..: r v' 


, * » , . , !, ' ' x * , / , , ' ‘ • r ’ ' y 1 ' < ‘.‘j 

II. Establish the library? a serviqe. load ' 
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Professional student is one enrolled in a professional school and 
should he classified on the preceding bases namely as underclass, 
upper class or honors. 

Full-time student is one carrying a load of at least IS credit 
hours a week or the minimum specified by the institution* 

Irregular student is one taking summer, extension, night, part- 
time and other "irregular work and should be classified by pre- 
ceding standards but counted in terms of the full-time equivalent 
according to the number of credit hours taken* 


Faculty member is a full, associate or assistant professor or an 
instructor who teaches the normal full load or who supplements a 
part-time teaching load with a research assignment * 

Full-time faculty member is one carrying a 15 hour teaching load 
or the minimum specif iecf by the institution* 


Irregular faculty member is a part-time or visiting faculty member 
or one who" -teaches only in a summer session or extension oourses 
and who is not otherwise employed by the institution* He should 
be classified on the preceding bases and according to the number of 
hours taught and in terms of the full-time equivalent. 

For the regular session take the number of part-time students in each 
category and the number of part-time faculty and turn these numbers into 
their full-time equivalent. If a full-time student in the institution is 
required to carry a load of 15 oredit hours a weak, count as full time 
all students taking this amount* If, however, 12 credit hours or some 
other number are required, use that figure* Using 15 oredit hours per 
week as the basis of this discussion, 5 part-time students taking 5 
oredit hours a week of oourses of underolas* (undergraduate) level would 
be oounted as 1 full-time student. Similarly, 3 students taking 5 hours, 
or any <gf;her combination making 15 hours would be -considered as 1 full- 
time student. ' If some students are taking more than 16 hours 'the extra 
should not be oounted. In other words 15 or more oredit hows 
by any student in an institution using 16 oredit hours as a full* 
'load would be oounted only as 1 student* * 

aOssions are computed as follows* a student taking the full- 
:l^Shfje:fO|r the -summer session in an institution which hah * 




weeks and a summer session of 6 weeks would be oon* 


sfflfcwwS -as’ 1/6 of a student , those taking less than the full-time allowance 
& fated parei^rtieocte^'I'i 1 !; ' 
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faculty member. Summer session faculty teaching the full-time allowance 
for the summer session are estimated in terms of the length of the summer 
session as compared with the length of the regular year, part-time summer 
session faculty are rated proportionately. Extension faculty are counted 
proportionately if the library furnishes service to them. 

If an institution, for example an urban junior college, having 2 
semesters in its regular session has a curriculum set up in such a way 
that many more students are enrolled in 1 semester than in the other, 
estimate the number of students in each semester separately, add the 
number of students in the first semester to that in the second semester 
and divide by 2 to obtain the number for the regular session. Care should 
be taken so that the figures obtained are uniform, i.e., obtained for the 
third week of each semester. 

After these calculations have been made apply the following table to 
obtain the service load: 


Count 

Each underclass (undergraduate) student other than honors students as 1 unit 

Each upperolass (undergraduate) student other than honors students as 2 units 

Each honors student as 3 un ^ a 

Eaoh faculty member as 5 units 

Add number 'of units of each category* The total obtained is the library’s 

service unit load* 

The service unit load of the library establishes the class of the library 
in the pattern for the libraries in institutions of higher education as a 
whole* 

Class 1 Non-de gree- o onf erring Institution library has a service' load of 
less than' 100 servide units 

Class Z Kon-degree-oonf erring Institution library 1 has a service load of 
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XIX. Work out the minimu m standards recommended by using the library ' s actual 
service load 

To illustrate this and succeeding sections, a Class 4 Non-degree- 
conferring Institution Library having a service unit load of 1050 units 
has been selected. Turn to pages 6-7 of the section. Classes of Libraries, 
to find the minimum standards which are recommended for a Class 4 Non- 
degree-conferring Institution Library. Pages 6 and 7 are the o nly pages 
in the section. Classes of Libraries, which apply to a Class 4 Non-degroe- 
conferring Institution Library. Material in Classes 1-3 and 5-6 are not 
applicable. 

As this discussion of the minimum standards reoommended follows the same 
order as the standards appearing on pages 6-7 it is suggested that they be 
consulted along with this illustrative material. The standards are divided 
into five major sections: (l) Staff organization, (2) Qualifications and 
salaries, (8) Working conditions, welfare and economic security, (4) Annual 
salary budget and (5) Other standards including books, annual book budget 
and hours of opening. This discussion follows that order of presentation. 


A. Staff organization 

The formula used to obtain the number of positions recommend*d as 
minimum and their breakdown into the professional and olerioal servioos 
was arrived at after considerable testing of actual conditions in all 
types and sizes of libraries. 


1. Professional servioo 

On page 6 the method of computing the number of professional positions 
required in addition to that of Chief Librarian is given in item I,A,1* 
1 professional position for first 750 servioe units plus 1 more for 
each additional 500 units or major fraction thereof. Therefore the 
recommended number of professional positions other than that of the 
Chief Librarian is 2. , 


2. 


Olerioal servioe 

Item I,B,1 indicates how the number of positions in the olerioal 
servioe is obtained: 40$ of 3 positions (2 plus that of Chief 
Librarian) a 1.2 olerioal positions or 60$ of 3 posltiqne * 1*8 
olerioal positions. Therefore the positions in the olerioal servioe 
including student assistants should be between 1*8 and 1*1* Student 
assistants who perform olerioal work in tho library are in the 
;plf ridel service. and not in a separate servioe a* a servioe is 
iddleJTained by the type of work performed# When student assistant* ■ ,.< 
Ipeaty. of- the : clerical positions they should. hf . oowated, in tew#' 

equivalent*, l«e* # If .*> olej?ioai : asfl»ti«at 

r ! 1 .. then 4 students working 10 'hour*' t p&r ' nfele 
tMbMtSL petition jointly* ' ; ' " ' * ' ' 

' ,l Wm 



use 1.8 . Inal ,ptsiti*W(i 


. position and position 
' ;* & & hfOtii ;i$*r 

h * ils ;}■ 5 ( ■ 
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Therefore the large building or the quarters not easily supervised will 
require more positions to render adequate service than does the compact 
unit. If the reserves desk, for example, is separated from the Circula- 
tion Department, an additional number of professional and, clerical posi- 
tions and a larger number of hours of student help will be required to 
man it. The number of positions will be affected by the hours of open- 
ing often determined by local requirements. 


B. Qualifications and salaries 
1. Professional service 
a. Qualifications 

1) On page 6 item II,A,l,a brings out the fact that the position 
of Chief Librarian of a Class 4 Hon-degree-conferring Institu- 
tion Library is established in the national pattern as Pro- 
fessional Grade 4. Minimum requirements of education and 
experience will be found on page 52* It is found that there 
are 7 ways of meeting the education and experience require- 
ment as outlined in 7 paragraphs. The Chief Librarian should 
meet the requirements as set forth in one of these 7 para- 


v ' ■ *'! Vi i 




graphs# 
b# Salaries 

1) The position of Chief Librarian in a Class 4 Non-degree- 
conferring Institution Library is established as Professional 
Grade 4 whioh carries a minimum salary schedule of $3450-3660- 
3870-4080-4290 (see item II,A,2,a). In this schedule $3450 

is the minimum salary for entrance to the position, 4 incre- 
ments of $210 each have been provided and the maximum salary 
on this schedule is $4290. As these are minimum standards 
the pay plan of the individual library may, of course, pro- 
vide for Professional Grade '4 a higher minimum salary, 
different increments and a higher maximum salary*. The schedule 
should not be lower than the one given in the national pattern. 

2) The remainder- of the professional staff are paid according to 
the professional grade of the position held* 

As 5 professional positions werie heeded to meet the minimum 
requirements ; for a Class Institution 

library the personnel grades nf ;®' ;ppsitiohS j need. to be 


.ff ! '|i#dnssion uee : i , 

’ h. Thus 

|:i|^i^2 ; ^©t&®'l0-5'060 , 
'Grade l is in the s^nim-ua 

' 258Q, 



'%% 0X##io*JL sewioe 




If h#*-, been found tbcfc-' the* recommended number of_ 

»®»#e l full-time °^. s ^® ew ' fc 
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students who are working a few hours per week, therefore no 
hourly rates have been set up for this grade* If student assistants 
are used for this higher grade of clerical service they should work 
in most instances not less than half time or 20 hours per week and 
should be on the regular monthly payroll. 


C« Distribution of positions into general staff and departments 

Continuing with a Class 4 Non-degree-conferring Institution Library 
as an illustration, it is next necessary to arrange the positions in 
the hypothetical library into general staff positions and departments* 
The 3 professional and 1 clerical positions and the 1152 hours per year 
(32 hours per week) of student help can b® broken down for this 
illustration to make provision for a Catalog and Order Department, for 
circulation work done on a nondepartmentalized basis and for the 
reference work handled by the Chief Librarian. A department has been 
defined as having a minimum of two positions in full-time equivalent. 
Therefore it follows that nondepartmentalized circulation work implies 
less than the equivalent of two full-time positions. It must b© re- 
membered that part-time positions must be equated into full-time 
positions. 

On page 12 it is found that the various departments have been set up 
to show the work included in each department in the national pattern. 

It follows that a different allocation of work will affeot the number 
of positions needed for the various types of work. For this illustra- 
tion the positions are distributed as followsi 
Chief Librarian - 1 position 

Stenographer of Clerical Grade 2 - ,25 position 
Catalog and Order Department - 2 positions 
1 professional position 
.75 olerioal position 

10 hours per week of student help * *25 position 
Circulation work - 1.55 positions 
1 professional position 

22 hours per week of student help a .55 position 


On page 12 it is also found thats 

1. A Catalog and Order Department having in full-time equivalent 
a staff of 2 including the chief Is a Claes A Catalog and Order 
Department 

2* Circulation work having in full-time equivalent a staff of 1*6® 
' ; ■ Iff nondepartmentalized 


; ■ -tAhM .* ; lUa the Glass A Catalog and Order Department 




l f * 


; ■■ ■■ ■ • -fprfc m, tbs • •eotiotti ! 'Personnel Specifications : for : Mbrary 
, Pttf&feltfg* la- the i Professional and Olerlelsl GetaieA i* : fer the 
■ ©lass ;#p©elfWSt4©n|lkflp: au Chief Catalog librarian of a ■ Clast , ■ , ■ 

>r Department on pages 21-22# It Is found that 
itloa is A) Professional Grade $ . |weltioft* ; ' ; ■ 
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The 2 positions (counting student help) can he set up as follows: 

1 Chief Catalog and Order Librarian - Class A Catalog and 

Order Department - Professional Grade 2 (see pp, 21-22) 
.75 Senior Catalog and Order Library Clerk - Clerical Grade 2 
(see p* 42) 

.25 position or 10 hours per week of student help 

The page numbers given after the grade refer to the pages on 
which the specifications for these positions appear. 

Distribute the 1.55 positions (counting student help) in the 
circulation work as follows: 

1 non departmentalized Circulation Librarian - Professional 

Grade 1 (see p. 27) 

.55 position or 22 hours per week of student help 

D. Personnel specifications for library positions in the professional and 
clerical services 


There have been included approximately 35 specifications of classes 
of positions which are most likely to occur in non-degree-conferring 
institution libraries. No library will have all of them and in most 
libraries positions will exist which combine the work given here in 
two or more specifications. It will be noted that in the Catalog and 
Order Department there has been set up in this illustration a *75 
position. Senior Catalog and Order Library Clerk - Clerical Grade 2 
and a *25 position. Stenographer - Clerical Grade 2. These den be 
combined into 1 position. A new specification for the resulting 
position should be written to combine the tasks performed in both 
parts of the position end the olass title would, probably be given as 
Senior Catalog and Order Library Clerk and Stenographer*, 


In the specification for each class : p£ position sixitems are given: 
(1) the olass title, (3) the definition, of ;the : oUse ? of a; pos|tion, : : (3) 
examples , of typical tasks performed, 

professional and personal* (5) the grade, pf professional or clerical 

service, 4®;) ; the salary } h i : : : ■; , - ■ ■ ' : i- ■ 


; pesit4<^f»de* noneidafati on performs the 

duties as set forth in th® definition Withe. P 0S!3 -**°^ ^is 

position 1«, that, class Jr^^lpei^.ofvfei^ t^t^^sl^Srtions 


! i.; 

■ vj$w 
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On each specification there appears a reference to the page on "which 
the detailed requirements of education and experience are^ given. This 
reference is mad© to save repetition of these alternates in each speci- 
fication. 

E. Working conditions, welfare and economic security 

On pages 6-7 it is found that minimum standards for working conditions, 
welfare and economic security follow the minimum standards for staff 
organization and qualifications and salaries. Those have been included 
because they affect the size of tho staff and the efficiency of the 
library. A well-balanced employee relations program is considered by 
most employers as the normal requirement in any plan for the successful 
administration of human relationships. Therefore those standards ^ 
affecting the employment of personnel have been set down to show what 
are considered minimum standards for good personnel administration in 
libraries. They also affect the size of the staff required for proper 
administration of the library. 


1. Hours of work. If a staff member works no more than 40 hours per 
week it requires a minimum of 1.25 persons to cover the hours of open- 
ing in a public service department open 50 hours per week plus addi- 
tional staff to provide for tho extra time needed away from the public 
to perform supervisory and other duties* If the requirement is 35 
hours par week a minimum of .7 person will be needed. 

2. Vacations also affect the size of the staff. The minimum vacation 
of one month for professional staff must be considered in terms of 
positions. In a non- degree-conferring institution whero the library 
is open 12 months it follows that for every 11 positions an additional 
position must be provided to care for the vacation period of the 11 
incumbents and the vacation of the additional person who has the 12th 
month for his vacation. Twelve full-time persona are therefore 
required to service 11 positions unless vacations can be scheduled 

in particularly slack periods when the hours can be curtailed or 
unless the staff from the technical departments oan be used to cover 
the schedule during vacation periods. It is not usually desirable, 
however, to schedule technical department staff for this purpose 
except in great emergencies 1 and for very short periods* The output 
of their work must not be retarded to the extent that the efficiency 


of the library is impaired. In those institutions which operate on 
a 36 week-year extra staff are not needed to ©over vacation schedule* 
; ai' : t*io|itiaae can be taken when the ooilege is closed* ■ 


$h! : study; or' for illness also require arrangements for persons 
actual position during the 'leave* If a faculty . 

1 is granted , leave : MS bourses may not , be offered .'y ' 1 : 

gjMjj lib rary , a ffesitlbn ®mk X W- mte ' *»fag . a : *taf f . : 











^■o»n (erfmlui wcrlc^auo? BerTAti.- 
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F. Annual salary budget 

The recommended annual salary budget for a Class 4 Non-degree- 
conferring Institution Library having a service unit load of 1050 
units is computed as follows: 

1000 units at §11 = §11, 000 
50 units at f> 9 = 450 

011,450 

This formula for annual salary budget, like all other formulae used, 
has been tested for many institutions. 

The $11,450 which is for staff salaries and student wages but not 
for maintenance staff can be broken down as follows among the positions 
on the staff according to their recommended grades: 

1* Professional service - 3 positions 

1 Chief Librarian - Professional Grade 4 


1 at second increment - $3870 

1 position of Professional Grade 2 

1 at seoond increment - §2760 

1 position of Professional Grade 1 

$3870.00 

2760.00 



1 at first increment - $2220 

222P.OO 

$8850.00 

$ 8 850.00 


2* Clerical service - 1 full-time position 
plus student help of 1152 hours 
1 position of Clerical Grade 2 

1 at first increment - $1530 15 30.00 

1152 hours of student help : : 

600 at 65^ per hour - §390.00 
552 at 67j^ per hour - 369.84 

§759.84 1 • . ■' :i 759*84 1 '■ : - : 

' , • ' " ■ - tv, ■■ 2. 289.84 
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2, Annual "book budget - average expenditures for books, periodicals and 
binding for last five years - in this illustration should not be less 

than 

1000 units at $7 - &7000 
50 units at 03 = 150 

Total = $7150 

3. Hours' of opening - at least 38 hours weekly. It is not oxpocted 
that all public service departments will be open during the full 
period, for example, some libraries my be open less for circula- 
tion than for reference. 


IV. lake the classification plan for the specific library 

Up to this point the discussion has illustrated how a hypothetical 
Class 4 Non-degree-oonf erring Institution Library could be set up by 
applying the minimum standards recommended. The romaindor of the dis- 
cussion will explain how a spooifio library can see hcrw it is aotually 
set up and whether or not it meets the minimum personnel _ standards recom- 
mended for a Class 4 Non-degree-conferring Institution Library. 

Take the payroll of the library, add to it tho list of those students 
on work scholarships, eto. whoso wages aro paid from the institutional 
budget though npt necessarily ohargod against the library budget. Do 
not include volunteers or those paid from nonoollege sources. 


Against each name state department or departments to whioh the 
individual is assigned, whether his position or positions are in the 
professional or the clerical service (including students in the olerioal 
service) and the amount of time worked in each position, l.e., dohn 
Smith - professional service - jjf time Catalog and Order Department, 

\ time circulation work* When this has been completed arrange the 
positions into departments and general staff and under each divide so 
the result shows the exact number of positions in the professional service 
and also in the olerioal service. Turn the part-time position* in a 
department into their full-time equivalent and add them to the full-time 
positions An the same department* The total will shew the size of the 
department and thus establish its class. When figures for each department 
lire obtained, turn to page 12 and see what class of department each is 
Affording io the national pattorn. For example, a Catalog and Order 
" iir ip*8rtji#^t with 3 positions in their full-time equivalent including the 


;df ! 


would be a Class A Catalog and Order Department* 
■grade of 'the chief of department, therefore, would be 
"‘“.■'Olrndi 2« In breaking down the 2 

clerical and 4 jfefeeeiofdal* ffedf jWtfM- 1 - 

x m position* in the. 
»e ’below that of the chief* ' 

KV ■<.<, fj, ' ^ ; ■■ ,j; “ ’ ; \> 1 ■ 'ji , ■ - 
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time spent and the importance of the tasks will determine the classifi- 
cation as professional or clerical. For example, a position with 60$ 
professional and 40$ clerical duties would classify as professional if 
the most important tasks performed were professional. Time should not 
be the only governing factor. 'When this hasty analysis or the actual 
job analysis of the library brings such a position to light, it is in the 
interests of good personnel administration to reallocate the duties assigned 
to it. A large proportion of clerioal duties involved should be assigned 
to clerioal staff members and from several clerical positions certain 
professional duties should be removed and assigned to the position in 
question so that it may have a higher proportion of professional duties. 

After the positions in each department, etc. have been marked to 
show which are in the professional service and which are in the clerical 
service, the next step is to assign the class title and personnel grade 
to the positions within each group. 


The Chief Librarian’s position is automatically determined by the 
class of the library. This is also true for the position of Associate 
(or Assistant) Chief Librarian. The national pattern has been drawn 
up so that the position of Chief Librarian will always be 2 grades above 
that of Associate (or Assistant) Chief Librarian. The subcommittee has 
felt that the administrative position of Associate (or Assistant) Chief 
Librarian will not occur in non-degree-conferring institution libraries 
other than in Class 6 and therefore it has not been provided in Classes 
1-5. If such a position does not exist as is the case in this illustra- 
tion of a Class 4 Non-degree-oonferring Institution Library it follows 
that no position will have that personnel grade except perhaps .’in the 
unusual case where the position of a chief of department classifies in 
its own right as a position of that personnel grade* The class of 
department establishes the class of position and thus the personnel grade 
for the chief of the department* Therefore,- the personnel grades of the 
various chiefs of departments are determined at a glance by turning to 
page 12. As the position of the chief of department 'has heavier duties 
and responsibilities than the other positions' in ; th^ 
tion of chief is at least one 

professional /positions; -in that : 1 


Sample-speoifio^iona'^re supped the personnel 

grades for ; teen noted,' fho 

librarian, educator oar surveyor Wdl|i hi&ye ^ rough estimate of the library s 

tasks performed. 
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that library only* The specifications, while following the national 
pattern in styleT etc. will apply to the actual positions in a given 
library as each specification is written to illustrate the actual work 
performed in the specific position* 

V. Prepare the pay plan for the specific library 

After the classification plan is developed the pay plan can then be 
developed. The plan used in this study will serve as a guide but the 
plan for the individual library will be developed with several con- 
siderations in mind: 

1, The salaries paid the faculty and clerical staff of the institution; 

2. The cost of living in the particular community; 

3* The compensation paid in libraries in other institutions of higher 
education which are considered comparable because of like situations 
and conditions; 

4. The compensation paid for work performed in oomparable professions 
where duties and responsibilities are of equal weight; 

5. The salaries in force in similar libraries in the area* 

The subcommittee, in making the pay plan pattern for institutions of 
higher education as a whole, ha3 set up what it considers are the mini- 
mum salary schedules acceptable for each personnel grad© and therefore 
for the various olassos of positions in the average library. It is 
assumed and oxpooted that a library giving adequato service to its 
institution will exoeed the minimum standards for all or many of the 
personnel grades and olasses of positions* 

For each olass of position in the sample specifications prepared by 
the subcommittee, a minimum salary has been set and several increments 
have been provided. The salaries given, therefore, constitute a mini- 
mum schedule for each olass of position and the final figure in each 
group is the suggested maximum for that class of position for the sample 
specification only. Each library will determine for each olass of posi- 
tion in its classification and pay plan the minimum salary, the umber 
of increments and the amounts of each, and the maximum salary. 


» 



CLASSES OF LIBRARIES 


CLASS 1 - NON-DEGREE-CONFERRING INSTITUTION LIBRARY HAVING LESS THAN 
TOO SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 ■units, each honors student as 3 units and each faculty 
member as 5 units. The library 1 s service unit load is the total of these 
units and the number of units served establishes the class of the library. 

For example, a non-degree-conferring institution with 50 underclass (under- 
graduate) students other than honors students, 2 upperclass ( undergraduate j 
students other than honors students, .3 honors students and 7 faculty members 
would total 98 units find thus would be a Class 1 Non-degree-coni erring 
Institution Library. 


Minimum, Standards 


I. Staff organisation ... 

A. There shall be a Chief Librarian who shall serve at least '2 time 

B. In addition to the Chief Librarian, there shall be student or clerical 
assistants serving not less than 32 hours per week 

II. Qualifications and salaries _ . , 

A. The Chief Librarian has the education and experience required to hold 

a position of Professional Grade 1 (see p. 50) . „ 

B. The compensation of the Chief Librarian shall be at least the minimum 
salary schedule for Professional Grade 1 

:il. Working conditions, welfare and economic security 
A * H o ur 3 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

1. In addition to legal holidays, the professional staff shall receive 
at least 1 month’s vacation with pay end the clerical stall at 
least 2 weeks 

1. Upon application the members of the professional staff may be 
granted leaves of absence for study contributing to their profes 

sional advancement ni 

2. Sick leave is permitted to all staff members up to 4 weeks? annually 

and is cumulative for 3 years 

D " l^Th^employing institution contributes for all members of the library 

staff to some sort of retirement plan 

IV. Annual salary budget a ,, ff 

A. For the last 5 years the library’s average expenditures for stutt 

salaries was not less than filOOO 

V. Other standards , 

A. The size of staff here .specified for a Class 1 Non-degree-conferring 

Institution Library assumes 

1 ’. a?°The library has 50 books for each unit of the first 100 units of 
its service load; and in no case less than 5000 volumes 


1 




2 . 


3. 


Annual book budget 
a. For the last 5 years 
books, periodicals a 
unit of its service 
Hours of opening 
a. The library is open 


the library's average expenditures for 
nd binding was not less than tor each 
load; and in no case less than ft TOO 

at least 26 hours weekly 


P 
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CLASS 2 - NON-DEGREE-CONFERRING INSTITUTION LIBRARY HAVING 100-349 
SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units and each faculty 
member as 5 units. The library's service unit load is the total of these 
units and the number of units served establishes the class of the library. 

For example, a non-degree-conferring institution with 145 underclass (under- 
graduate) students other than honors students, 20 upperclass (undergraduate) 
students other than honors students, 20 honors students and 20 faculty 
members would total 345 units and thus would be a Class 2 Non-degree- 
conferring Institution Library. 

Minimum Standards 

I. Staff organization 

A. In addition to the Chief Librarian, there shall be student or clerical 
assistants serving not less than 32 hours per week 

II. Qualifications and salaries 

A. The Chief Librarian has the education and experience required to hold 
a position of Professional Grade 2 (see pp. 50-51) 

B. The compensation of the Chief Librarian shall be at least the minimum 
salary schedule for Professional Grade 2 

III. Working conditions, welfare and economic security 

A. Hours 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B. Vacations 

1. In addition to legal holidays, the professional staff shall receive 
at least 1 month's vacation with pay and the clerical staff at 
least 2 weeks 

C. Leaves 

1. Upon application the members of the professional staff may be 
granted leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D. Pensions 

1. The employing institution contributes for all members of the li- 
brary staff to some sort of retirement plan 

IV. Annual salary budget 

A. For the last 5 years the library’s average expenditures for staff 
salaries was not less than (ill for oach unit of its service load; 
and in no case loss than $3200 

V. Other standards 

A. The size of staff here specified for a Class 2 Non- degree -confer ring 
Institution Library assumes 
1* Book® 

a. The library has 50 books for each unit of the first 100 units of its 
service load; 8 books for each unit thereafter 

2. Annual book budget 

. a , p or the last 6 years the library’s average expenditures for 
books, periodicals and binding was not less than $7 for each 
. .. unit of' its service load; and in no case less than $1000 

3. Hours of opening • •' 

a* The library is open at least 26 hours weekly 
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CLASS .3 - NON-DEGREE-CONFERRING INSTITUTION LIBRARY HAVING 350-649 
SERVICE UNITS 

To estcblisn the library’s service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each, uppercluss (under graduate) student other than 
honors students as 2. units, each honors student as 3 units and each faculty 
member as 5 units. The library's service unit load is the total of these 
units and the number of units served establishes the class of the library. 

For example, a non-degree-conferring institution with 325 underclass (under- 
graduate) students other than honors students, 20 uppercl&ss (undergraduate) 
students other than honors students, 30 honors students and 35 faculty 
members would total 630 units and thus would be a Class 3 Non-degree- 
conferring Institution Library. 


Minimum Standards 

I. Staff organisation 

A, In addition to the Chief Librarian, there shall be 1 position cither 
of professional or clerical grade plus not less than 23 hours per week 
of student or clerical service 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grails 3 (soe p. 51) 

2. Salaries 

a. The compensation of the Chief Librariun shall be at least the 
minimum salary schedule for Professional Grade 3 

B. The remainder of the staff meet the requirements of education and 
experience for the positions held end are paid accordingly 

III. Forking conditions, welfare road economic security 

A. Hours 

1. The regular working hours of the full-time library staff are not 
.. more than 40 per week 

B. Vacations 

1. In addition to legal holidays, the professional staff shall receive 
• at least 1 month's vne< tic.n with pay end the. clerical staff at , 
least 2 weeks 1 

C. Leaves ‘ • 1 ; 

1. Upon application the members of the professional staff may be 

grafted leaves of absence for study contributing to their prof es*- ' 
sional advancement v" : 

2. Sick leave is permitted to all staff members up to 4 nwte annually • 

. . 1 *?■ *’’«••«< MmU*: , 1 a :. 1 

D. tensions ■ ", 3 *,3 :m'v. 

1. The 'employing institution contributes for all members of 

nr i •»,. . ffjaff r^tireme^, pSnftiod Qi «*u •"pa-idi* *• 

I?. Aimual salary b^ge^iw. *•,.?*,-» v-Mwi n ^ 

A. Fear the Is at 5 years the library’s average ^ 

each sshWvf 1%#’’ wkvlik tssid** . v 

V. Other *; tfiutiatW lay -«<M i 1 

■ Institution Library assumes , : : ■ .c'l 
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1. Books ~ 

a. The library has 50 books for each -unit of the first 100 units ot 

its service load; 8 books for es.ch unit thereafter 

2 . Annual book budget 

a. For the last' 5 years the library's average expenditures for 
books, periodicals and binding was not less than <f? for each 
unit of its service load 

3. Hours of opening 

a« The library is open at least 32 hours weekly 


» 
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CLASS 4 - R ON -DEGRER-C ONFERRIN G INSTITUTION LIBRARY RAVING 650-1099 
SERVICE UNITS 

To establish the library’s service unit load, in order to see in what 
class it belongs, count each underclass ( under graduate) student other than 
honors students as 1 unit, each upper class (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units and each iaculty 
member as 5 units. The library's service unit load is the total of these 
units and the number of units served establishes the class of the lihr:try. 

For example, a non-degree-conf erring institution 'with 625 underclass (under- 
graduate) students other than honors students, 25 upperclass (undergraduate) 
students other than honors students, 40 honors students and 55 faculty 
members would total 1070 units and thus would be a Class 4 Non-degree- 
conf erring Institution Library. 


Minimum Standards 

I. Staff organisation 

A. Professional service 

1. In addition to the Chief Librarian, there shell, be 1 assistant's 
position of professional grade for first 750 unite plus 1 more 
assistant's position of professions 1 grade for each additional 
500 units or ma.ior fraction thereof 

B. Clerical service 

1. In addition to the professional staff , there shall be clerical 
and student workers sufficient to assure that not core than 605?* 
or less than 40% of total staff hours small be clerical or stu- 
dent service 

II. Qualifications and salaries 
A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 4 (see p. 52) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least the 
minimum salary schedule for Professional Grade 4 . 


b. The remainder of the professional staff arc paid according to 
the professional gra.de* of the position held (see pp. 50-51) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical 
service are maintained (see p. 49) 

III. Working conditions, welfare and economic security 

A. Hours 

1. The regular working hours of the full-time library staff are not* 

■ more -iipciflcx . , 

B. Vacations : " : ; ‘ 

1. In legal holidays, the professional: staff Shall receive 

.• , at X shat ;1 waoisMen with pay r.nd the ' clerical ' staff nt 

■ , Iwab *2 'Sfeeks v * * ' '-tV 


0. -IdwaTBS i . 1 . ; \ ; ■; ; 1 .*• - > . . , .* ■ , • ’A- ■ 

*.3L the members of the professional staff, »# (fee ' A 
1 , ' ; -granted leases of absence for study contributing, to th«ir &v£mhr 
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2* Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D* Pensions 

!• The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV* Annual salary budget 

A* For the last 5 years the library 1 s average expenditures for staff 

salaries was not less than $11 for each unit of the first 1000 units 
of its service load; $9 for each unit thereafter 
V* Other standards 

A* The size of staff here specified for a Class 4 Non- degree -conferring 
Institution Library assumes 
1* Books 

a* The library has 50 books for each unit of the first 100 units of 
its service load; 8 books for each unit of the next 600 units; 

7 books for each unit thereafter 
2* Annual book budget 

a* For the last 5 years the library 1 s average expenditures for 
books, periodicals and binding was not less than $7 for each 
unit of the first 1000 units of its service load; for each 
unit thereafter 
3* Hours of opening 

a* The library is open at least 38 hours weekly 
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CLASS 5 - NON-DEGREE-CONFERRING INSTITUTION LIBRARY HAVING 1100-2499 
SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units and each faculty 
member as 5 units. The library's service unit load is the total of these 
units and the number of units served establishes the class of the library. 

For example, a non-degree-conferring institution with 1075 underclass (under- 
graduate) students other than honors .students, 100 upperclass (undergraduate) 
students other than honors students, 150 honors students and 125 faculty 
members would total 2350 units and thus would be a Class 5 Non-degree- 
conferring Institution Library. 


Minimum Standards 


I. Stuff organization 

A. Professional service 

1. In addition to the Chief Librarian , there shall be 2 assistants' 
positions of professional grades for first 1100 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1, In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60# 
or less than 4-0% of total stuff hours shall be clerical or stu- 
dent service 

C . Distribution 

1. At least 1 of the positions shall be a position of Professional 
Grade 3 (see p. 51) 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
no hold a position of Professional Grade 5 (see pp. 52-53) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 5 

b. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 50-51) 

B. Clerical service 

1, Standards of education, experience and pay for the clerical service 
, are maintained (see p. 49) 

III. Working conditions, welfare and economic security 

A. Hours ■: 

1. ' .The .negate ■$£ the full-time liter/' staff are not ■ 

; more; than: ..:|wa6r ' ; ^ j ;■ 1 .■ 

1. In sddiite to : legal .holidays.: the professional staff 1 shall receive- 
: -at letted ; 
^ 'least 'ewers'; 
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C. Leaves 

1,. Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

2 . Sick leave is permitted to all staff members up to 4 weeks annually 
end is cumulative for 3 years 
D- Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV, Annual salary budget 

A. For the last 5 years the library’s average expenditures for staff 
salaries was not less than "'11 for each unit of the first 1000 units 
of its service load; $9 for each unit of the next 1000 units; 5$^ 
for each unit thereafter 
V. Other standards 

A. The size of staff here specified for a Class 5 Non— degree— conferring 
Institution Library assumes 

1. Books . „ 

a. The library has 50 books for each unit of the first 100 units at 

its service load; 8 books for each unit of the next 600' units; 

7 books for each unit of the next 500 units; 4 books for each 
unit thereafter 

2. Annual book budget 

a. For the last 5 years the library's average expenditures, for 
books, periodicals end binding was not less than $7 for each 
unit of the first 1000 units of its service load; V6 for each 
unit of the next 1000 units; #1 for each, unit thereafter 

3. Hours of opening 

a. The library is open at least 44 hours weekly 


i 
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CLASS 6 - NON-DEGREE-CONFERRING INSTITUTION LIBRARI HAVING 2500 OR 
MORE SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upper class (undergraduate) student other than 
honors students as 2 units, each honors student as 3 . units and each faculty 
member as 5 units. The library's service unit load is the total oi these 
units and the number of units served establishes the class of the library. 

For example, a non— degree-conferring institution with 1225 underclass (under- 
graduate) students other then honors students, 125 upper cle sc> (undergraduate) 
students other than honors students, 175 honors students and 140 faculty 
members would total 2700 units and thus would be a Class 6 Non-degree- 
conferring Institution Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

‘ 1. In addition to the Chief Librarian, there shall be 5 assistants’ 

positions of professional grades for first 2500 units plus 1 more 
assistant's position of professional, grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60$ 
or loss than 40$ of total staff hour's shall bo clerical or 
student service 

C. Distribution 

1. 10$ of the professional positions other than the Chief 

Librarian and the .Associate (or Assistant) Chief Librarian shall 
bo positions of Professional Grade 3 and another 25$ of Profes- 
sional Grade 2 (sec pp. 50-51) 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 6 (see pp. 53-54) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 4 (seo p. 52) 

2 , Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 6 

b. The compensation of the Associate Assistant) Chief Librarian 
iSltall be <at least the minimum salary schedule for Professional 

■ Grade 4 

c. The remainder of the professional staff are paid according to 
the professional grade. of the position held (see pp* 50-51) 

B. Clerical service 4 -- 1 ; , . . 

1, Standards of education, experience and pay for the clerical 
service 'are maintained (see p. 49) 
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III, Working conditions, welfare end economic security 

A. Hours 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B. Vacations 

1. In addition to legal holidays, the professional staff shall receive 
at least 1 month’s vacation with pay and the clerical staff at 
least 2 weeks 


C. 


Leaves 

1. Upon application the members of the professional staff may be 
granted leaves of .absence for study contributing to their profes- 
sional advancement 
n 


2 . 


> ‘h.V'wV V W*,* W 

dick leave is permitted to all staff members up to 4 weeks annually 


and is cumulative for 3 years 
D. Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 

IV. Annual salary budget 

A, For the last 5 years the library's average expenditures for stall 
salaries was not less than ,'. I for each unit of the first 1000 units 
of its service load; $0 for each unit of the next 1000 units; ,.6 
for each unit thereafter 

V. Other standards _ . 

A. The size of staff here specified for a Class 6 Nan-degree-conferring 

Institution Library assumes 

1 ‘ a?°The library has 50 books for each unit of the first 100 units 
of its service load; i) books for each unit of the next 600 
units; 7 books for each unit of the next 500 units; 4 books 
for each unit thereafter 

2. Annual book budget w ... fA _ 

a . For the last 5 years the library's average expenditures for 

books, perio licals and binding was not less than $7 for each 
unit of the first 1000 units of its service _ load; fd for each 
unit of the next 1000 units? $1 for each unit thereafter 

3. Hours of opening 

a* The library is open at ler.st 62 hours weekly 


I 



Cl, ASSES OF DEPARTMENTS 


A department having less than 2 full-time members including the chief is 
called nondepartmentalized. Part-time employees including student assistants 
paid by the library are counted in terms of their full-time equivalent. 

Catalog and Order Department (including cataloging; classifying; subject 
heading; inking and filing of all catalog curds; processing details, 
evaluating, selecting and ordering library materials; doing library book- 
keeping; accessioning; handling gifts, exchanges and duplicates; and doing 
all acquisition, preparation and cataloging of periodicals) 

Class A - Staff of 2 to 6 full-time members including chief of department 
. class B - Staff of 7 or more full-time members including chief of department 

Circulation Department (including not only all circulation work per se both 
regular and reserves but also interlibrary loans; shelving; stack care; 
inventory; etc . ) 

Class A - Staff of 2 to 7 full-time members including chief of department 
Class B - Staff of 3 or more full-time members including chief of department 

Reference Department (including all work involving interpretation to the 
public of library materials including periodicals and documents; and locat- 
ing information as well as the materials themselves) 

Class A - Staff of 2 or more full-time members including chief of department 



PE RSONNEL SPECIFICATIONS FOR LIBRARY POSITIONS 
~IH THE PROFESSIONAL AND CLERICAL SERVICES 

Professional Grade 1 (see p. 50) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 1 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body 
of the institution, to do the work involved in operating a Class 1 Non- 
degree-conferring Institution Library having less than 100 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for .the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection 
that will implement the educational program; selecting books, documents 
and pamphlets; seeing that the library quarters are kept in good condition; 
answer ins reference questions; giving instruction in the use of the library, 
0 ?dSiS S md StSogLg booksj circulating books; supervising inventories; 
purchasing supplies and equipment; seeing that essential records and statisti s 
are kept; preparing reports and memoranda; handling correspondence; super- 
vising the work of the staff; making the library and its resources known to 
thestudent body and faculty; keeping in touch with library developments by 
attending conferences and reading professional literature; participating m 
campus activities. 

Minimum Qualifications: 

Professional: Education and experience a f s pecified ^ Professi o na^Grade 
l* aenuaintance with modern library organization, procedure, policy, _ 
and service* knowledge of books; reading knowledge of one or more ioreip 
Sn^Ss- abS^to speak in iublic and to write clear and comprehensive 
reports; appreciation of the objectives ana procedures of higher education. 

Personal: Awareness of community; capacity for leadership; good judgment; 
initiative: intellectual curiosity; poise;' resourcefulness; self-confidence, 

+ ability to organise work; ability to train and supervise; ability to 
.SLt with y 4u^ Sdiality and effectiveness, staff members, faculty members 

and; students. , ■ ■ ' ■ 

Minimum Salary Schedule: 


,Aft' !* 


! 11 

I : \K i- * 


! Pr of b i onal Grade 1 


.* ■ j; ; 

,1 A l" | 
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Professional Grade 2 (see pp. 50-51) 


■ CHIEF LIBRARIAN (OR DIRECTOR.) 

Class 2 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 2 Non-degree- 
conferring Institution Library having 100-349 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the' faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and 
pamphlets; seeing that the library Quarters are kept in good condition; 
answering reference questions; giving instruction in the use of the library; 
ordering and cataloging books; circulating books; supervising inventories; 
purchasing supplies and equipment; seeing tnc.t essential records and statis- 
tics are kept; preparing reports and memoranda; handling correspondence; 
supervising the work of the staff; making the library and. its resources 
known to the student body and faculty; keeping in touch with library develop- 
ments by attending conferences ond reading professional literature; partici- 
pating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, nolicy, aims 
and service; knowledge of books; reading knowledge of one or more foreign 
languages; ability to speak in public and to write clear and comprehensive 
reports; appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; capacity for leadership; good judgment; 
initiative; intellectual curiosity; poise; resourcefulness; self-confidence; 
tact; ability to organize work; ability to train and supervise; ability to 
contact with equal cordiality and effectiveness, staff members, faculty members 
and students. 


Minimum Salary Schedule: 


% 


At least thtt of Professional Grade k, 
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Professional Grade 3 (see p. 51) 


CHI EF LIBRARIAN (OR DIRECTOR) 
Class 3 Libraries 

Definition of the Class of Position: 


Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 3 Non-'degree- 
conf erring Institution Library having 350-649 service units. 


Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students end faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and pam- 
phlets; seeing that the library quarters are kept in good condition; answering 
reference questions; giving instruction in the use of the library; ordering 
•and cataloging books; supervising inventories; purchasing supplies .and 
equipment; seeing that essential records and statistics are kept; preparing 
reports and memoranda; handling correspondence; supervising the work of the 
staff; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; developing the latent abilities 
of staff members and in general promoting staff esprit de corps; making the 
library and its resources known to the student body and faculty; keeping in 
touch with library developments by attending conferences and reading profes- 
sional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organization, procedure, policy, aims and 
service; good knowledge of books; reading knowledge of one, or more foreign 
languages and some familiarity with toe literature of these languages; 
ability, to speak public and to write jcl-aar and comprehensive reports; 

appreciation of objectives and procedures of higher educ at ion . ■ 


( ; ’ , ' ' ' : y s ; i , « 

Personal: Awareness of community; capacity for leadership; good judgment; 
initiative; intellectual curiosity; poise; resourcefulness; _ self-confiuence; 
tact; ability to organize work; ability to train- and supervise; ability to 
contact' with' equal cordiality- and effectiveness, staff members, faculty 
members and students; ability to judge 
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professional Grade 4 (see p. 52) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 4 Libraries 

Definition of the Class of Position; 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 4 Non-degree- 
conferring Institution Library having 650-1099 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that . 
will implement the educational program; selecting books, documents and pam- 
phlets;’’ helping to plan new buildings or alterations in existing structures; 
answering reference questions; giving instruction in the use of the library; 
ordering and cataloging books; supervising inventories; purchasing supplies 
and equipment; seeing that essential records and statistics are kept; pre- 
paring reports and memoranda; handling correspondence; supervising the work 
of the staff; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff 
members on their efficiency; developing the latent abilities of staff members 
and in general promoting staff esprit de corps; making the library and its 
resources known to the student body and faculty; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualifications; 

Professional; Education and experience as specified in Professional Grade 
4; knowledge of modern library organization, procedure, policy, aims and 
service; good knowledge of books; reading knowledge of two or more foreign 
languages and some familiarity with the literature of these languages; 
ability to speak in public and to write clear and comprehensive ^reports; 
understanding of the objectives and procedures of higher education. 

Personal; Awareness of community; capacity for leadership; good judgment; 
initiative; intellectual curiosity; poise; resourcefulness; self-confidence; 
tact; ability to organize work; ability to train and supervise; ability to 
contact with equal cordiality and effectiveness, staff members, faculty members 
and students; ability to judge personnel. 

•Minimum Salary Schedule: 


Am xe^st bh-.t ox ?roiessional Grade 4 
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Professional Grade 5 (see pp. 52-53) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 5 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President an.d governing body of 
the institution, to do the work involved in operating a Class 5 Non-degree- 
conferring Institution Library having 1100-2499 service units. 


Examples of Typical Tasks: 


Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty} 
es a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution} acting as chairman or ■ secretary . of the' 
library committee; maintaining official relationships with president, deans 
and bursai’ ; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and pam- 
phlets; helping to plan new buildings or alterations in existing structures; 
answering reference questions; supervising inventories; purchasing ^supplies 
and equipment; preparing reports and memoranda; handling correspondence; 
conducting staff meetings; advising with chiefs of departments in their 
difficult problems; supervising the work of the staff; supervising classi- 
fication of library positions, preparation of salary schedules and maintenance 
of personnel records; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff members 
on their efficiency; developing the latent abilities of staff members and in 
general promoting staff esprit de corps; making the library and its resources 
known to' the. student body and faculty; keeping in touch with library develop- 
ments by attending conferences and reading professional literature; partici 
pa ting in campus activities. 


Minimum Qualif icat ions : 


Professional: Education and experience as specified in professional Grade 
5: working knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books; reading knowledge of two or more foreign 
languages and some familiarity with tne literature of these .languages; 
ability to speak in public and to write clear and comprehensive reports; 
understanding of the objectives and procedures of mgher education. 

Personal: Awareness of community; capacity for leadership; good judgment, 
initiative; intellectual curiosity; poise; resourcefulness; self-confidence, 
tact* ability to organize work; ability to train and supervise; ability to 
contecf with equal Cordiality and effectiveness, staff members, faculty members 
and students; ability to judge personnel. 


Minimum Salary Schedule: 

at leo,&t that of Professional Grade 5 
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Professional Grade 6 (see pp. 53-54) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 6 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 6 Non— degree— 
conferri n g Institution Library having 2500 or more service unit s . 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, 
deans and bursar; making community contacts with faculty, students and 
alumni; preoaring and administering the budget; developing the book col- 
lection that will implement the educational program; selecting books, 
documents and pamphlets; helping to plan new ouildings or alterations in 
existing structures; answering reference questions; preparing reports and. 
memoranda; handling correspondence; conducting staff meetings; advising with 
chiefs of departments in their difficult problems; directing the work of the 
staff; supervising classification of library positions, preparation . of salary 
schedules an d maintenance of per sonnel records; marking recommendations regard- 
ing appointments, promotions, transfers, salary adjustments and other person- 
nel matters; rating staff members on their efficiency; developing the latent 
abilities of staff mombers and in general promoting staff esprit de corps; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualif icat ions : 

Professional: Education and experience as specified in Professional Grade 
6; good knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books; reading knowledge of two ox* more 
foreign languages and some familiarity with the literature of these languages; 
ability to speak in public and to write clear and comprehensive. reports; 
understanding of the objectives and procedures of higher education. 


Personal: Awareness of community; capacity for leadership; good judgment; 
initiative; .intellectual curiosity; poise; resourcefulness; self-confidence; 
tact; ability to organize work; ability to train and supervise; ability to 
contact with equal cordiality and effectiveness, staff members, faculty 
members and students; ability to judge personnel. 


Minimum Salary Schedule: 


At least that of Professional Grade 6 
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Profession?! Grade 4 (see p. 52) 


ASSOCIATE (OR ASSISTMT) CHIEF LIBP.ARIM 
Class 6 Libraries 


Definition of the Class of position: 

tinder direction of the Chief Librarian, to assist in the supervisory 
work, involved in the administration of a Class 6 Non-degree-conferring 
Institution Library having 2500 or more service units; to act as a chie 
department; and to do such other work as may be required. 


Examples of Typical Tasks: 

Supervising the work of the staff through department heads to assure that 
students and faculty will make the most effective use oi library. facilities; 
making cormrunitv contacts with faculty, students and alumni; assisting m 
preparing the budget; helping to develop the book collection thau will 
implement the educational program; seeing that the library. quarters are kept 
in good condition; answering reference questions; supervising inventories; 
purchasing supplies and equipment; preparing reports arid memoranda; handling 
correspondence; assisting with the classification of Horary positions, 
preparation of salary schedules and maintenance of personnel records; making 
recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating swfi members on .heir 
efficiency; developing the latent abilities of stafx members and in general 
promoting staff esprit de corps; making the library. and its resources known 
to the student body and faculty; keeping in touch with library developments 
» attending convinces end reading professional literature; Palpating 
in campus activities; acting as Chief Li or nr i an in ne w s ~ nc " ox 
official. 


Minimum Qualifications: 

Professionsl: Education and experience as specified in 4 ° rade 

4; knowledge of modern library organisation, pre oco aore, policy , aims and 
service* good knowledge of bocks; reading knowledge of two or mort. foreign 
ttd 5^ familiarity with the liter.*™ of these 
+ - n i m lay out, direct and coordinate .the work of others, aoiiiuj. 
to speak i/public and to write clear. and comprehensive reports; understanding 
of the objectives and procedures of higher education. 

Personal* Awareness of community; capacity for leadership; good judgment; 

to "contact with equal cordiality and effectiveness, steuf members, facul y 
members and students; ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 4 
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Professional Grade 1 (see p. 50) 


CATALOG AMD OR DER LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the cataloging 
and classification of books and the order work in a library where this work 
is nondepar tment ali z ed ; and to do such other work as may be required. 

Examples of Typical Tasks: 

Developing the catalogs, the cataloging procedure and the order work to 
meet the needs of the institution; doing cataloging, classifying and subject 
heading; recataloging when necessary; searching for catalog and order informa- 
tion; ordering and preparing L.C. and other cards; making master cards and 
adapting L.C. or other cards;- accessioning books; keeping shelf list; typing, 
revising and filing cards; supervising or handling processing details; order- 
ing books and other printed materials; handling orders _ and _ shipments; inter- 
viewing publishers' representatives; handling the acquisition cind disposition 
of gifts; checking bibliographies, auction and second-hand catalogs; reading 
and appraising books and other materials and making recommendations for . their 
acquisition; making recommendations and decisions in matters of cataloging 
and order policy including cooperative undertakings with other libraries; 
maintaining a manual of cataloging and order routines; keeping essential 
records and statistics; preparing reports and memoranda; handling corre- 
spondence; keeping in touch with library developments by attending^ conferences 
a.nd reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
1; knowledge of classification, cataloging and order procedures and problems 
and of the uses of catalogs, bibliographies and book lists; understanding of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging and order work; knowledge of books; reading 
knowledge of one or more foreign languages; skill in the performance of 
cataloging and order work; appreciation of the objectives and procedures of 
higher education. 

Personal: Accuracy; business acumen; capacity for detail; good judgment; 
orderliness; resourcefulness; ability to organize work; ability to follow 
instructions; ability to get along well with superiors* do-workers and 
subordinates . 


Minimum Salary Schedule: 


At least that of Professional Grade 1 
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Professional Grade 2 (see pp. 50-51) 


CHIEF CATALOG AND ORDER LIBRARIAN 
Class A Catalog and Order Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Catalog and Order 
Department, i.e., having a staff of 2 to 6 full-time members (or their 
equivalent in part-time) including the chief ; and to do such other work 
as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging, ordering and related work for 
the members of the Catalog and Order Department staff and seeing that they 
are effectively employed; giving them directions and suggestions and aiding 
them with their difficult problems; developing the catalogs, the cataloging 
procedure and the order work to meet the needs of the institution; dis- 
cussing with faculty and instructional departments departmental needs and 
opportunities for book acquisition; doing cataloging, classifying end subject 
heading; recataloging when necessary; supervising bibliographic searching; 
ordering and preparing L.C. and other cards; ordering books and other printed 
materials; participating in the preparation of book budgets; administering 
the funds within the limits of the book budget; dealing with representatives 
of the book trades— foreign book agents, book jobbers, private owners and 
auction houses; supervising the acquisition and disposition' of gifts, exchanges 
and duplicates; checking bibliographies, auction and second-hand catalogs; _ 
reading and appraising books and other materials and making recommendations 
for their acquisition; seeing that the necessary bibliographical tools and 
mechanical equipment are available for the work of the staff; making recom- 
mendations and decisions in matters of cataloging _ and _ order policy including 
cooperative undertakings with other libraries; maintaining a manual of 
cataloging and order routines; seeing that essential records and statistics 
&r$ kept; preparing reports and memoranda; handling correspondence; consult— 
ing with chiefs of departments; making recommendations regarding appointments, 
promotions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staii 
members and in general promoting staff esprit de corps; keeping in touch^with 
libraiy developments by attending conferences and reading professional liter- 
atur e ; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; working knowledge of classification, cataloging and order procedures and 
problems and of the uses of catalogs, bibliographies _ and book lists; knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging and order work; ability to relate the 
catalog details to the needs of the institution; ability to devise efficient 
cataloging and order methods; knowledge of books; reading knowledge of one 
or more foreign languages; ability to organize and direct a Catalog and 
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Order Department; appreciation of the objectives and procedures of higher 
education. 

Personal: Accuracy; business acumen; capacity for detail; capacity for 
leadership: good judgment; initiative; intellectual curiosity; on . er iness 
resourcefulness; ability to organise work; ability to direct, train and 
supervise; ability to size up situations and people accurately and to get 
along well with faculty, superiors, co-workers and subordinates; ability 
to judge personnel. 


Minimum Salary Schedule: 

At least that of Professional Grace 2 


9 
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Professions! Grade 3 (see p. 51) 


CHIEF CATALOG AND ORDER LIBRARIAN 
Class B Catalog and Order Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 
Chief Librarian, to have charge of the work of a Class B Catalog and Order 
Department, i.e., having a staff of 7 or more full-time members (or their 
equivalent in part-time) including the chief; end to do such other wor^ 
as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging, ordering and related work for 

the members of the Catalog and Order Department saafx and seeing that they 

are effectively employed; giving them directions and suggestions anu aiding 

them with their difficult problems; developing the catalogs, the catalogue,, 

nrocedure and the order work to meet the needs of the institution; dis- ^ 

cussing with faculty and instructional departments departmental nee s " 

opoortunities for took acquisition, doing cataloging, classifying and subject 

heading* re^ataloging when necessary; supervising bibliographic serening, 

orieriS and ptopSiL L.C. and other cards; ordering books and other printed 
ordering ana px«p_ , f _ _ . f bno.V budgets: administering 



oPthe"book~ trades— foreign book agents, book jobbers, givate owners and 
motion houses: supervising the acquisition and disposition oi g > § 

j j -i a 0 . 0 + 00 . checking bibliographies, auction and second-hand catalogs; 
SdSf Sd awrSsSrboSs Sf other interims and making recommendations 
for toeiracquisition; seeing that the necessary bibliographical tools and 
oeohmiSl wipnent are available for the work of the staff; Baking recom- 
mendations and decisions in natters of cataloging and order poll^ incl- ad: mg 
cooperative undertakings with other libraries; maintaining a 
cataloging and order routines; seeing that essential record ,, 

are ke?V preparing reports and memoranda; handling correspondence; consult- 
ing with* chiefs of departments; making recommendations regarding appo » 

promotions, transfers^ salary adjustments and other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; keeping in touch with 
library developments by" attending conferences and reeding professional li 
ature; participating in campus activities. 

Minimum Qualifications: 

Professional; Education and experience as specified in Professional Grade 

£skr°ly EX™ to “iSg Str^rrk) JllX | toSto*’ 

knowledge of two or more foreign languages, ability J d proceau res 

a Catalog and Order Department; appreciation qf the objectives ana p 
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of higher education. 

Personal: Accuracy; business acumen; capacity for detail; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness; 
resourcefulness; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people* accurately and to ‘get along 
well with faculty, superiors, co-workers and subordinates; ability to 'judge 
personnel . 

Minimum Salary Schedule: 

i.t least tiv. t ox Professional Grace 5 


P 
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Professional Grade 2 (see pp. 50-51} 


INTERMEDIATE CATALOG MID OFDSR LIBRARIAN 
Catalog and Order Department 


Definition of the Class of Position: 

Under supervision of the Chief Catalog and Order Librarian or other 
designated authority, to do cataloging and order work of average difficulty 
and responsibility .and of a character calling for the application cf modern 
library technioues; and to do such other work as may be required. 

Examples of Typical Tasks: 

Cataloging, rocatalcging, classifying, reclassifying, subject heading and 
cross referencing materials of average difficulty including books, serials, 
documents, manuscripts, prints, films, music, etc.; searching for catalog 
information; making master cards and adapting L.C. or other cards; searching 
records for books requested; ordering books and other printed materials; 
reading and appraising books end other materials and. making recommendations 
for their acquisition; checking invoices; handling gifts, exchanges and 
continuations; claiming missing issues cf periodicals; . searching. for out- 
of-print items; handling order work of average difficulty; assisting with 
the technical work in the department; supervising and revising the work oi 
library clerks; keeping in touch with library developments qy attending 
conferences and reading professional literature; participating in campus 

activities. « 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
• Grade 2; working knowledge of classification, cataloging and order procedures 
and problems and of the uses of catalogs, bibliographies -and boo . lis s? 
knowledge of modern library organization, procedure, policy, aims and service, 
particularly as they relate to cataloging and order work; knowledge of books, 
reading knowledge of one or more foreign languages; ability to do cataloging ■ 
and order work of average difficulty. 

Personal: Accuracy! good Judgment; orderltaessi reso»cefulness; gstem- 

atlo methods of work; ability to organise work; ability to follow instructions, 
ability to supervise; ability to get along well with superiors, co-workers 
and subordinates. 

Minimum Salary Schedule: 


At least that of Professional Grade 1 
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Professional Grade 1 {see p. 50) 


CIRC JLAT ION LIBRAP IAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the . work 
involved in the circulation of books in a library where this work is non- 
departmentalized; and to do such other work as may be recuired. 

Examples of Typical Tasks: 

Developing the circulation procedure to meet the needs of the institution; 
assisting readers in the selection cf books and in the use of the card catalog; 
keening informed on needs of faculty members and students and acquainting them 
with available material; handling overdues; handling the work with reserves 
and interlibrary loans; arranging book displays, bulletin boards ana exhicxts; 
supervising the work of book shelving; taking Inventory; reading and appraising 
books and other materials and making recommendations for their acquisition; 
making recommendations and decisions in matters of circulation^ policy; main 
taining a manual of circulation routines; seeing that essential records an 
Statistic’S are kept; preparing reports and memoranda; handling c-orrespon en c , 
keeping in touch with library developments by attending conferences end reading 
professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1* working knowledge of circulation procedure and problems; knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to use catalogs, bibli- 
ographies, book lists and indexes; knowledge of books; reading knowledge 
of one or more foreign languages; skill in the performance of ^rculation 
work; appreciation of the objectives and procedures o, higher education. 

Personal* Accuracy; awareness of community; cooperotiveness; good 
iudement * orderliness; poise; resourcefulness; sense of humor; tact; ability 
to SgSize work; ability to follow instructions; ability to get along well 
with faculty, superiors, co-workers and subordinates and to meet the public 

pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 


P 
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Professional Grade 2 (see pp. 50-51) 


CHIEF CIRCULATION LIBR--JIAN 
Class A Circulation Department 

Definition of the Class of position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Circulation . Depart- . 
merit, i.e., having a staff of 2 to 7 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff end see in v that they ^ are effectively 
enroloyed ; giving them directions and suggestions and aiding them with, their 
difficult problems; developing the circulation procedure to meet the nee'ds 
of the institution; helping readers or seeing that they are assisted in the 
selection" of books and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty and students and 
adjusting complaints; supervising the work with reserves and interlibrary loans; 
directing the work of book shelving and stack- maintenance; supervising the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for their acquisition; making recommendations and 
decisions in matters of circulation oolicy; maintaining a manual of circula- 
tion routines; seeing that essential records and statistics are kept; P re ~ 
paring reports and memoranda; handling correspondence; preparing work schedules 
for the members of the staff; consulting with chiefs of departments; making 
recommendations regarding appointments, promotions, transfers, . salary adjust- 
ments and other personnel matters; rating staff members on their efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corps; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; good knowledge of circulation procedure and problems; working knowledge of 
’modern library organization, procedure, policy, aims and. service, particularly 
as they relate to circulation work; ability to use catalogs, bibliographies, 
book lists and indexes; knowledge of books; reading knowledge of one or more 
foreign languages; ability to organise and direct a Circulation Department; 
appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly; ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 3 (see p. 51) 


CHIEF CIRCULATION LIBPABIAN 
Class B Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class B Circulation Depart- 
ment, i.e., having a staff of S or more full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they ^ arc effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the 
selection of books end in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty arid students and 
adjusting complaints; directing the work with reserves ard interlibrary loans; 
directing the work of book shelving and stack maintenance; supervising the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for their acquisition; making recommendations and 
decisions in matters of circulation policy; maintaining a manual of circula- 
tion routines; seeing that essential records and statistics are kept; pre- 
paring reports and memoranda; handling correspondence; preparing work schedules 
' for the members of the staff; conducting staff meetings; consulting with chiefs 
of departments; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff members 
on their efficiency; developing the latent abilities of staff members and in 
general promoting staff esprit de corps; keeping in touch. with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities. 

Minimum Qualifications: 

Professional; Education and experience as specified in Professional Grade 
3; wide knowledge of circulation procedure and problems; good. knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to use catalogs, bibliogra- 
phies, book lists and indexes; good knowledge of books; reading knowledge of 
one or more foreign languages and some familiarity with the literature of these 
languages; ability to organize and direct a Circulation Department; apprecia- 
tion of the objectives and procedures of higher education. 

Personal: Awareness of community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately , to 
get along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly; ability to judge personnel. 

t 

Minimum Salary Schedule; . . 

At, least' that' of Prqfbqh^nsl; 5 
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Professional Grade 2 (see pp. 50-51) 


INTERMEDIATE CISCUL1TI0N LIBRARIAN 
Circulation Department 

Definition of the TSlass of Position: 


Under supervision of the Chief Circulation Librarian or other designated, 
authority, to do circulation wox*k of average difficulty and responsibility 
and of a character calling for the application of modern library technioues; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by answer- 
ing their questions and helping them to make use of the card catalog; assist- 
ing in the preparation of reading lists; assisting with the technical work of 
the department; helping, when necessary, with circulation routines, such as 
handling overdues and reserves, charging and discharging books and taking 
inventory; supervising and revising the work of library clerks; keeping in . 
touch with library developments by attending conferences and reading pro- 
fessional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 2; good knowledge of circulation procedure and problems; working 
knowledge of modern library organisation, procedure, policy, aims and 
service, particularly as they relate to circulation work; knowledge of 
books; reading knowledge of one or more foreign languages; ability to do 
circulation work of average difficulty. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 
re source fulness; sense of humor; tact; ability to follow instructions; ability 
to supervise; ability to get along well with faculty, superiors, co-workers 
and subordinates, and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least th-.t of Professional Grade 2 


9 



31 


Profession?.! Grade 1 (see p. 50) 


JUNIOR CIRCULATION LIBRARIAN 
Circulation Department 

Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian or other designated 
authority, to do simple circulation work of a character calling fcr the 
application of modern library techniques; and to do such other work as may 
be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by answer- 
ing their questions and helping them to make use of the card catalog; assist- 
ing with the technical work of the department; helping, when necessary, with 
circulation routines, such as handling overdue s and reserves, . charging and 
discharging books -and taking inventory; supervising and revising the work of 
library clerks; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1- working knowledge of circulation procedure and problems; knowledge of 
modern library organisation, procedure, policy, aims and service, particu- 
lS!rly as the^relfte to circulation work; knowledge of books; reading Knowledge 
of one or more foreign languages; ability to do simple circulation work. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 

resourcefulness; tact; ability to follow instructions; ability to supervise; 
ability to get along well, with faculty, superiors, co-workers and subordinates, 
and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grace 1 


i 
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Professional Grade 1 (see p. 50) 


REFEPEHCE LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian * to have charge of the reierence 
work, in a library where this work is nondepartmentalizedj ano. to do such other 
work as may be required. 

Examples of Typical Tasks: 

Giving reference service to students and faculty; developing the reference 
procedure and materials to meet the needs of the institution; consulting with 
faculty and instructional departments on -reference needs in their particular 
fields; giving or supervising instruction in the use of the library; arrang- 
ing for the reproduction of reference materials; compiling indexes, lists and 
bibliographies ; reading and appraising books and other materials and making 
recommendations for their acquisition; making re commendations and decisions 
in matters of reference policy; maintaining a manual of reference routines; 
seeing that essential records and statistics arc* kept; preparing reports and 
memoranda; handling correspondence; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications; 

Professional: Education and experience as specified in Professional Grade 

1; knowledge of reference procedure and problems; understanding ^ of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to reference work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; knowledge of bookstand other 
reference* materials; reading knowledge of one or more foreign languages; 
skill in the performance of reference work; teaching ability; appreciation 
of the objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment 
intellectual curiosity; orderliness; poise; resourcefulness; sense^of humor; 
tact; ability to organize work; ability to follow instructions; ability to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 


i 
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Professional Grade 2 (see pp. 50-51) 

CHIEF REFER EHC5 LIBRA" IAH 
Class A Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Reference Department, 
i.e., having a staff of 2 or more full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as mey be required. 

Examples of Typical Tasks: 

Laying out and assigning the reference and' related work for the members ■ 
of the Reference Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and instructional depart- 
ments on reference needs in their particular fields; handling difficult or 
important reference matters, especially for the faculty; giving or supervising 
instruction in the use of the library; directing the work of the reference, 
bibliography, documents and periodicals reading rooms and any other reading 
rooms under the jurisdiction of the Reference Department; arranging for the 
reproduction of reference materials; compiling indexes, lists and bibliographies; 
reading and appraising hooks and other materials and making recommendations 
for their acquisition; making recommendations and decisions in matters of 
reference policy; maintaining a manual of reference routines; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; preparing work schedules for the members of the staff; 
consulting with chiefs of departments; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit de corps; 
keeping in touch with library developments by attending conferences and read- 
ing professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; wor kin g knowledge of reference procedure end problems; knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to reference work; ability to make the best use of catalogs, 
bibliographies , hook lists and indexes; knowledge of hooks and other reference 
materials; reading knowledge of one or more foreign languages; ability to 
organize and direct a Reference Department; teaching ability; appreciation 
of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; good judgment; 
initiative; intellectual curiosity; orderliness; poise; resourcefulness; 
scholerliness; self-confidence; sense of humor; tact; ability to organize work; 
ability to train and supervise; ability to size up situations and people 
accurately, to get along well with faculty, superiors, co-workers and 
subordinate s and to meet the public pleasantly ♦ 

Minimum ^ Salnty. ;• . AA*, 

. At ' least; ■tbjsqt; $4'; f' 1 i 
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Professional Grade 1 (see p. 50) 


JUNIOR REFERENCE LIBRAPIAN 
Reference Department 

Definition of the Glass of Position: 

Under supervision of the Chief Reference Liorarian or other designated 
authority, to do simple reference work of a character calling for the appli- 
cation of modern library techniques; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Handling simple reference matters; assisting in the reference, bibliography, 
documents and periodicals work; assisting in compiling indexes, lists and 
bibliographies; assisting with the technical work m the department; supervis- 
ing and revising the. work of library clerks; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education end experience as specified in Profession?-! Grade 

1; knowledge of reference procedure and problems and of the uses of catalogs, 
bibliographies, book lists and indexes; understanding of modern library organ- 
ization, procedure, policy, aims and service, particularly as they relate to 
reference work; knowledge of books and other reference materials; reading 
knowledge of one or more foreign languages; ability to do simple reference 
work; teaching ability. 

Personal: Accuracy; cooperativeness; good judgment; intellectual curiosity; 
orderliness; poise; resourcefulness; tact; ability to ^follow instructions; 
ability to supervise; ability to get along well with faculty, superiors, 
co— workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Pi ofessional Grade 1 


» 
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Professional Grade 2 (see pp. 5*3-51) 


INSTRUCTOR IN THE USE OF THE LIBRARY 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, 
to teach the use of the library to students: and to do such other work as 
may be required. 

Examples of Typical Tasks: 

Giving class instruction in the use of the library to freshmen and other 
classes; making preparation for these classes; developing course outlines; 
grading papers and keeping student records; conferring with students; giving 
more informal instruction as part of English, social science or other classes; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; education to include specialization in education and psychology; teaching 
experience; familiarity with modern library organization, procedure, policy, 
aims and service; knowledge of books; reading knowledge of one or more foreign 
languages; ability to speak in public and to interest students; teaching 
ability;, appreciation of the objectives and procedures of higher education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in young people; orderliness; patience; 
poise; resourcefulness; self-confidence; sense of humor; tact; ability to 
organize work; ability to direct, train and supervise; ability to size up 
situations and people accurately, to get along well with facility, superiors, 
co-workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 


P 
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Professional Grade 2 (see pp. 50-51) 


TRAINING SCHOOL LIBRARIAN 
Elementary School Library 


Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the elementary training school library; and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for the training school; keep- 
ing informed on needs of f acuity members and students and acouuinoxng them 
with available material; personally handling difficult situations with the 
faculty and students and adjusting complaints; conferring with principal, 
teachers, parents and pupils; attending meetings of teachers and parents; 
selecting," with the aid of training school teachers, the library materials; 
advising on the preparation of these materials; supervising their circula- 
tion; maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a vertical file or materials . bureau . for .teachers . 
and puoils; administering and servicing audio-visual aids; maintaining pupil 
reading records and cooperating with or directing the remedial end diagnostic 
reading program; conducting story hours in cooperation with teachers; cooper- 
ating with teachers in teaching library use; supervising the work of book 
shelving and stack maintenance; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; consulting with chiefs ol' departments; 
supervising and revising the work of library clerks; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2, education to include some specialization in elementary education and the 
psychology of elementary school subjects; familiarity with modern library 
organization, procedure, policy, aims end service; thorough knowledge of. 
children's and adolescent literature, elementary school curriculum, reading 
techniques end audio-visual aids and equipment; reading knowledge of one or 
more foreign languages; ability to speak in public and to interest students; 
teaching ability; appreciation of the objectives and procedures of higher 
education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in children; interest in teaching; orderli- 
ness; patience; poise; resourcefulness; self-confidence; sense of humor; tact; 
ability to organize work; ability to direct, train end supervise; ability to 
size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the- public pleasantly; 
ability to discipline. 

Minimum Salary Schedule: 

At least that of Professional Grade 2 



37 


Professional Grade 2 (see pp, 50-51) 


TRAINING SCHOOL LIBRARIAN 
Joint Elementary and Secondary School Library 

Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the training school library or libraries; and to 
do such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for the training school or 
schools; keeping informed on needs of faculty members and students and 
acquainting them with available material; personally handling difficult 
situations with the faculty end students and adjusting complaints; conferring 
with principal, teachers, parents and pupils; attending meetings of teachers 
and parents; selecting, with the aid of training school teachers, the librrry 
materials ; advising on the preparation of these materials; supervising their 
circulation; maintaining and providing reference service, to pupils and teachers 
maintaining and servicing a vertical file or materials bureau for teachers^ 
and pupils; administering and servicing audio- visual aids; maintaining pupil- 
reading records and cooperating with or directing the remedial and diagnostic 
reading program; conducting story houi’S in cooperation with teseners; cooper- 
ating with teachers in teaching library use; supervising the -work of book 
shelv in g end stack maintenance; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda ; consulting with chiefs of departments; 
supervising and revising the work of library clerks; making the library^ and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional 
literature ; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grad© 
2, education to include some specialization in education and psychology; 
familiarity with modem library organization, procedure, policy, aims and 
service; thorough knowledge of children's and adolescent literature, curricu- 
lum, reading techniques and audio-visual aids and equipment; reading knowledge 
of one or more foreign languages; ability to speak in public and to interest 
students; teaching ability; appreciation of the objectives and procedures of 
higher education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in children and young people; interest in 
teaching; orderliness; patience; poise; resourcefulness; self-confidence; 
sense of humor; tact; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately , to get along 
well with faculty, superiors, co-workers and subordinates and to meet the 
public pleasantly; ability to discipline. 

Minimum Salary Schedulei 

At least that of Professional Grade 2 
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Professional Grade 2 (see pp. 50-51) 


TPflmWG SCHOOL 1II3RAPXM 
Secondary School Library 

Definition of the Class of Position: 

Under direction of the Chief Libra r i on and the Princiofl of the Training 
School, to have charge of the secondary training school library ; .and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for the training school; keep- 
j_jp p* informed on needs of faculty members and. students end acquainting them 
with available material; personally handling difficulty situations _ with the 
faculty end students and adjusting complaints; conferring with principal, 
teachers, parents and pupils; attending meetings of teachers and parents; 
selecting, with the aid of training school teachers, the library materials; 
advising on the preparation of these materials ; supervising ibeir circu- 
lation; 'maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a vertical file or materials ^ bureau . for ^ teachers 
and pupils; administering and servicing audio-visual aids; maintaining pupil 
reading records and coopers.ting with or directing the remedial and diagnostic 
reading program; cooperating with teachers in teaching library use; supervising 
the work of book shelving end stack maintenance; reading and appraising books 
and other materials and making recommendations for their acquisition; maintain- 
ing a manual of routines; seeing that essential records and statistics are 
kept; preparing reports and memoranda; consulting with chiefs of departments; 
supervising and revising the work of library clerks; making the library . and 
its resources known to the student body and faculty; keening in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2, education to include some specialization in secondary education and ado- 
lescent psychology; familiarity with modern library organization, procedure, 
policy, aims and service; thorough knowledge of children’s and adolescent 
literature, secondary school curriculum, reading techniques and audio-visual 
aids and equipment; reading knowledge of bne or more foreign languages; 
ability to speak in public and to interest students; teaching ability; 
appreciation of the objectives and procedures of higher education. 

Personal; Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in young people; interest in teaching; order- 
liness; patience; poise; resourcefulness; self-confidence; sense of humor; 
tact; ability to organize work; ability to direct, train and supervise; 
ability to size up situations and people accurately, to get along well with 
faculty, superiors, co-workers and subordinates and to meet the public 
pleasantly; ability to discipline. 

Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 3 (see p. 51) 


SENIOR LIBRARIAN 


Definition of the Glass of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of more than average difficulty and responsibility and 
of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use cf library facilities by 
answering their questions and helping them to make use of the card catalog; 
handling inter-library loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; catalog- 
ing, recataloging, classifying, reclassifying, subject heading and cross 
referencing materials of more than average difficulty including bocks, 
serials, documents, manuscripts, prints, films, music, etc.; reading and 
appraising books and other materials and making recommendations for their 
acquisition; assisting with more specialized work; supervising and revising 
the work of junior librarians and library clerks; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 3; good knowledge of order, reference, circulation, cataloging and 
classification procedures and problems; working knowledge of modem library 
organization, procedure, policy, aims and service; good knowledge of books; 
reading knowledge of one or more foreign languages and some familiarity with 
the literature of these languages. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 

initiative; orderliness; poise; resourcefulness ; sense of humor; systematic, 
methods of work; tact; ability to organize work; ability to follow instructions 
ability to train and supervise; ability to size up situations and peo- 
ple -accurately, to get along well with faculty, superiors, co-workers and 
subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of .Professional Grade 3 


9 
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professional Grade 2 (see pp. 50-51) 


IT'ITSPJiEDIATF LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of average difficult;?- and responsibility and of a 
character calling for the application of modern library tccliniaues; and 
to do such other work as may be required. 


Examples of Typical Tasks: 


Assisting readers in mailing effective use of library facilities by 
answering their Questions and hexping them to make use ox the card catalogs 
handling interlibrary loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; cataloging, 
recataloging, classifying, reclassifying, suoject heading and cross referencinj 
materials of average difficulty including books, serials, documents, menu- 

— .1-. . i ■» * _ _ . — — .... m -v. .-1 4 - A vn 


scripts, prints, films, 


mut 


handling gifts, exchanges and continua- 


J 7 j — ; ^ ' . . 

tions; keeping essential records and statistics; assisting with, more 
specialized work; supervising and revising the work ox library clerks; 
keeping in touch. with library developments by attending com or enc e s and 
reading professional literature; participating in campus activities. 


Minimum Qualifications: 


Professional: Education end experience as specified in Professional 
Grade 2: working knowledge of order , reference, circulation, cataloging 
and classification procedures and problems; knowledge of modern library 
organization, procedure, policy, aims and service; knowledge of books; 
reading knowledge of one or more foreign languages. , 

Personal: Accuracy; cooperativeness; good judgment; initiative; orderli- 
ness; poise; resourcefulness; sense of humor; systematic methods of work; 
tect; ability to organize work; ability to follow instructions; ability to 
supervise; ability to get along well with faculty, super lot s, co-workers and 
subordinates and to meet the public pleasantly* 


Miniimun Salary Schedule: 


At Least thub of Professional Grade 2 
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Professional Grade 1 (see p . 50) 
JON I OP, LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian cr other designated authority, 
to do simple library work of a character calling for the application of 
modern library techniques; and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities iy 
answering their questions and helping them to make use of the card catalog; 
preparing reading lists; doing simple cataloging of bocks and other library 
materials; answering reference questions; helping* when necessary* with 
library routines at the circulation desk* in the catalog or reference 
departments* or at other points; super vie inf and revising the work of 
library clerks; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

professional: Education and experience es specified in Professional 

Grade 1; knowledge cf order, reference, circulation* cataloging and clussi-p 
fieation procedures and problems; understanding of modern library organization, 
procedure* policy, aims and service; knowledge of books; reading knowledge 

of one or more foreign languages. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 

tact; ability to follow instructions; ability to supervise; ability to get 
along well with faculty* superiors, co~ workers and subordinates und to meet 
the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 


i 
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Clerical Grade 2 (see p. 49) 


SENIOR CATALOG AND OPDEP. LIBRARY CLERK 
Catalog- and Order Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff ox the Catalog 
and Order Department , to assist with the clerical work o± more uhan average 
difficulty; and to do such other work as may oe required. 

Examples of Typical Tasks: 

Typing and adapting L.C. or other cards from copy supplied; withdrawing 
cards from catalog? and shelf list; filing under supervision; tentatively 
indicating book numbers; distributing L.C. and other cards received on ordex 
shelf- listing; changing records for items added or withdrawn; opex-ating 
mimeograph and other duplicating machines; typing order cards and orders; 
acknowledging and checking gifts and excnanges; accessioning books; doing 
other clerical work of more than average difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderixness; systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At- lea&t that of Clerical Grace 2 


P 
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Clerical Graio 1 (see p. 49) 


JUNIOR CATALOG hND ORDER LI3B.AB.1 CLERK 
Catalog and Order Department 


Definition of the Class of Position: 


Under immediate supervision of 
Catalog and Order Department, to 
difficulty; and to do such other 


a member of the professional staff ox the 
assist ’• ith the clerical ?.’or £ cx average 
work as may be required. 


Examples of Typical Tasks: 

Marking books, "bo ok plating and- doing other processing; arranging cards 
for filing; filing under supervision; operating mimeograph or other dupli- 
cating machines; typing simple forms; typing simple records; typing jbook 
cards; typing form letters for claims, gifts or exchanges; unpacking, 
arr an g in g and shelving books, periodicals, documents and other .materials 
received; shelving catalogs and other bibliographical tools; giving mes- 
senger service; doing other simple clerical work. 

' Minimum Qualifications : 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail;- orderliness; systematic methods of work; ability to xollow 
instructions; ability to get along well with superiors and co— workers. 


Minimum Salary Schedule: 


At least that of Clerical Grade 1. 


» 
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Clerical Grade 2 (see p. 49) 


SENIOR CIRCULATION LIBPARY CLERK 
Circulation Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Circula- 
tion Department, to assist with the clerical work of _ more than average 
difficulty; and” to do such other work as may be required. 

Examples of Typical Tasks: 

Charring an d discharging books; sorting, liling ana coimting book cards; 
revising book shelves; typing overdue notices; handling records for reserves 
'books; taking inventory; doing other clerical work of more than average 
difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade accuracy; 
alertness; capacity for detail; orderliness; systematic motnods o.t work; 
ability to follow instructions; ability bo get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 


m least tiian of 0 Lor — —> 1 urace f 
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Clerical Gra 


de 1 (see p. 49) 


JUNIOR CIRCULATION LISP. ARE CLE5K 
Circulation Department 

Definition of the Class of position: 

Under immediate supervision of a member of the professional staff of the 
Circulation Department, to assist with the clerical work of average di^lieul J, 
and to do such other work as may be required. 

Examples of ‘Typical Tasks: 

Getting books from the shelves; sorting and shelving books; searching for 
misplaced 'books; straightening shelves; charging and discharging book., o - 
ing and stamping cards; collecting and preparing eooxs j.or reo - - 3 

taking books off reserves; taking inventory; clearing tables -and keeping 
rSS in ord4; typing staple forms; typing staplo records; giving messenger 
service; doing other simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; c^pac^ty 
for detail; orderliness; systematic methods of work; ability ^liow 
instructions; ability to get along well with superiors and co-workers. 


Minimum Salary Schedule: 

At least tiut. ox Clerical Grade i 


9 
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Clerics 1 Grade 2 


49) 


STENOGRAPHER 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to perform stenographic, typing and clerical work; and to do such other 
work as may be required. 

Examples of Typical Tasks: 

Taking dictation and transcribing letters, reports and memoranda; per- 
forming typing work of all kinds, including statistical records, reports 
and bibliographies . 


Minimum Qualifications : 


Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity' for detail; orderliness; systematic methods of work; 
tact; ability’ to take dictation; ability to get along well with superiors, 
co— workers and subordinates . 


Minimum Salary Schedule: 

At least ihe-t of Clerical Grade 2 


P 
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Clerical Grade 2 (see p. 49) 


SENIOR LIBPARY CLERK 


Definition of the Class of Position; 

Under supervision of a member of 
Y/ith the clerical work of more than 
other work as may be required. 


the professional staff, to assist 
average difficulty; and to do such other 


Examples of Typical Tasks; 

Charging and discharging books; typing overdue notices; handling records 
for reserves; typing and adapting L.C. or other cams _ from copy supplied, 
filing under supervision; collating and preparing periodicals -or binding, 
acknowledging and checking gifts and exchanges; lusting _ duplicates for 
exchange; "checkinsr periodicals; accessioning books; typing bibliographies, 
r eportf 6 and memoranda ; filling orders for supplies; taking inventory; doing 
other clerical work of more than average difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy, ^ 
alertness; capacity for detail; orderliness; systematic metoodp o, work, 
ability to follow instructions; ability to get along ’.veil with superiors, 
co-workers and subordinates. 


Minimum Salary Schedule; 

At least that ox" Clerical Grade 2 


9 
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Clerical C-rade 1 (see p. 49) 


IQR LIBRARY CLERK 


Definition of the Class of Position: 

Under immediate supervision of a member of the professional staff, to 
assist with the clerical work of average difficulty; and to do such other 
work as may be required. 

Examples of Typical Tasks: 

Getting books from the shelves; sorting and shelving books; charging and 
discharging hooks; cutting leaves of new books; clearing tables and keeping 
rooms in order; mending books; filing book cards; arranging and filing order 
cards; arranging materiel tc be filed in catalogs or vertical files, mark- 
ing books, book plating and doing other processing; taking inventory, 
operating mimeograph, or ether duplicating machines; typing simple forms; 
typing simple records; typing book cards; distributing mail, bocks and 
supplies among library departments; giving messenger service; doing other 
simple clerical work. 

Minimum Qualifications: 


Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow instruc- 
tions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 

At least that of Clerical Grace 1 


i 



Minimum Library Salary Standards 

for 1948 


Adopted by the Council of the American Library Association Jan. 31, 1948 



Minimum Library Salary Standards 

for 1948 

Adopted by the Council of the American Library Association Jan . 31, 1948 

The A.L.A. Board on Personnel Administration, in full awareness of the legal and 
financial limitations on funds for library support, yet with growing concern over 
the general failure of library salaries to keep up with increased living costs, recom- 
mends the following minimum standards as a basis for adjusting library salaries in 
1948. 1 The board urges all libraries to take immediate steps to develop pay plans 
incorporating at least the recommended minimum cost-of-living-adjusted salary for 
each grade of position 2 represented on its staff. Libraries with incomes above the 
minimum required to support limited service will have to exceed the recommended 
minimum cost-of-living-adjusted salary for each grade in order to maintain service 
standards at a level adequate to meet the needs of the clientele. Those libraries 
which have not reached the minimum standard for income will need to obtain 
increased support to attain the minimum salary levels. 

Specific Recommendations 

1. The minimum annual beginning salary for the lowest professional level 
library position should be not less than $2800. 

This figure of $2800 is founded on the A.L.A/s previously adopted basic 
minimum entering salary of $2100 (established in relation to the 1935-39 aver- 
age ^Cost-of-Living Index”) plus a 33% per cent cost-of-living adjustment. This 
recommended adjustment is considered modest in view of the fact that the 
“Cost-of-Living Index” has actually risen more than 60 per cent above the 
1935-39 average and is continuing to rise rapidly. 

2. The minimum entering salaries for subprof essional, clerical, and other 
classes of library employees should be at least equal to the average prevailing 
entering rates for similar positions in government, in business, in industry, 
or in other institutions in the same community or economic region. In no 
case should the minimum entering salary be less than $2X60 for subprofes- 
sional positions or $1800 for beginning clerical positions. 

These figures represent the A.L.A/s previously adopted minimum basic salaries 
for entering subprofessional and clerical positions respectively plus a 33% per 
cent cost-of-living adjustment . 

3. The minimum entering salaries for all other grades of positions in the 
professional, subprofessional, and clerical services in libraries should be 


1 Owing to the unprecedented rise in prices of g o«ds and services now taking place, this statement cannot be considered 
either permanent or final. It supersedes previous statements the A.L.A. Board on Personnel Administration has made on 
salaries, and constitutes its recommendations for libraries at the beginning of 1948. 

2 For detailed definitions and class specifications for the various grades of professional and other library positions referred 
to in this statement see the A.L.A.’s publications. Classification and Pay Plans for Municipal Public Libraries and 
Classification and Pay Plans for Libraries in Institutions of " Higher Education. 
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not less than the basic rates already adopted by the AJL.A. Council, plus 
cost-of-living adjustments computed on the following basis, 3 


Entering Step of Basic Rate 

Less than $3000 

$3000 to $4499 

$4500 to $6499 

$6500 to $8499 

More than $8500 


Increase Added to Establish 
Step 1 of the C.O.L.A. Schedule 

33 Wo 

30 % 

25 3 

20 £ 

15 % 


4. The minimum annual income necessary to provide a local public library with 
sufficient funds to render service of high quality in 1948 is $3.00 per capita. 

An income of $2.25 per capita is needed to render reasonably good service, 
whereas $1.50 per capita may permit limited. though inadequate service. Local 
public libraries with responsibility for operating school libraries will require 
more than this minimum standard to render adequate service. Those which 
give county-wide service will require the minimum per capita standard for 
the entire population served. 

5. Public libraries rendering the limited service that is possible with $1.50 per 
capita support should devote at least 65 per cent of their total budget to 
salaries, exclusive of maintenance service, and 17. per cent to boohs, peri- 
odicals, and binding. 

In order to attract and retain well qualified personnel, libraries with a higher 
per capita rate of support may have to allocate a still higher percentage of 
their total budgets to salaries. 

6. The minimum annual expenditures for salaries, books, periodicals, and 
binding in libraries in institutions of higher education, figured iu terms of 
library service unit load, 4 should be not less than : 

University libraries 

First 2000 units — salaries $16 and books $9 per unit 
Second 2000 units — salaries $8 and books $7 per unit 
Remaining units — salaries $8 and books $4 per unit 
Degree -conferring four-year institution libraries 

First 2000 units — salaries $13 and books $8 per unit 
Remaining units — salaries $8 and books $5 per unit 
Non-degree-conferring institution libraries 

First 1000 units — salaries $11 and books $7 per unit 
Second 1000 units — salaries $9 and books $3 per unit 
Remaining units — salaries $6 and books $1 per unit 

7. School librarians and professional assistants in school libraries should be 
on the sam.e salary schedule effective for teachers with equal training and 


• See attached “Revised Minimum Salary Schedules” for r * nS “ 

mended for each grade in the professional, subprofessional and clerical se - . ’ — 

4 The librarv service unit load for institutions of higher education » < 7 


ided for each grade in the professional, subprofessio a a . - s determined by counting each underclass 

The library service unit load for institutions of hig er . f undergraduate) student other than honors 

J -ate) student other than honors students as 1 unit, eac * units and each faculty member as 5 units, 

units, each honors student as 3 units, each graduate student as 4 units, and eacn c y 


recora- 

(under- 

students 
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available for support, many libraries must obtain increased appropriations before 
they can adjust salary schedules to the recommended 1948 levels. 

The board firmly believes that despite the pressure to increase entering salaries 
to fill vacancies, libraries should make salary adjustments only through the develop- 
ment of new pay plans or over-all formulae which will provide equitable adfust- 
ments for all grades of positions. The improvement of salaries for entering level 
positions, without appropriate adjustments throughout, should never be condoned. 

This new statement recommends specific entering salaries for various professional, 
subprofessional, and clerical positions as well as specific measures for determining 
the financial requirements of public and school libraries and libraries in institutions 
of higher education— all in relation to 1948 economic conditions. 

The actual salary schedule accompanying the new statement shows how the 
A.L.A.’s basic mi n im um scale has been converted, by adding a specific per cent 
increase to the minimum step of each base rate, to establish the 1948 recommended 
minimums for each grade. The various step rates, including maximums, are deter- 
mined by adding the annual increments indicated for each grade. 

It is essential that specific recommendations or figures be cited only in the context 
of the whole statement. The “Explanatory Notes” must be considered to interpret 
the standards in relation to an over-all sound personnel program. 

Prior to presentation to the A.L.A. Council, the board discussed its proposal with 
representatives of the various A.L.A. divisions and state library associations. The 
fact that some representatives felt the board’s recommendation was set too high, 
while others considered a proposal geared to a $2800 minimum salary for profes- 
sionally trained college graduates to be an inadequate recruiting salary in terms 
of 1948 conditions, leads the board to feel that its proposal is a fair compromise 
for a national salary statement, at the present time. 

No single salary scale can constitute a satisfactory, uniform pattern for all sections 
of the country, owing to differences in economic ability, living costs, and regional 
and local variations in going rates of pay in all fields of work. Therefore, recognition 
is made that some libraries should exceed the recommended level of salaries, while 
others must obtain increased funds before they can meet the minimum standards. 

This proposal, actually comparable on a 12-month basis to the $2400 minimum 
the National Education Association has set as a fair entering standard for teachers 
on a 9- or 10-month basis, provides, in the opinion of the board, a suitable frame 
of reference for improving library salaries throughout the nation in 1948. 

The board further feels that although many libraries cannot now pay salaries at 
the level recommended, such a forthright statement of what the profession considers 
to be fair salaries for career service personnel in libraries, can serve a useful purpose 
in helping to improve libraries and library service, just as the former $1 per capita 
public library support standard has assisted in improving library incomes over the 
years, even though it was considered an unattainable standard by many libraries at 
the time it was adopted. 

It is the board’s hope that this statement will therefore aid individual libraries 
in working out equitable proposals for local salary improvement and adjustment. 

Although considerable progress has been made in improving salary schedules in 
a few libraries, the board again urges libraries to take the necessary steps to establish 
fair basic salary schedules and to make the additional adjustments required to 
provide fair salaries in relation to the present increased cost of living. 



STANDARDS OF EDUCATION, ECTERIEtfCE AND PAI TOE PERSONNEL GP4DBS 


Clerical Service 


Grade 1 Clerical Service 


Typical positions in this grade 

ju ni or Catalog and Order Library Clerk - Catalog and Order Department 

{ s&o p • 43 } j. / / k\ 

Junior Circulation Library Clerk - Circulation Department (see p. 45/ 

Junior Library Clerk (see p. 4$) 

Minimum salary Schedule 

At least that of Clerical Grade 1 


Minimum qualifications 

Graduation from an accredited high school; or 
Equivalent qualifications 


Grade 2 Clerical Service 

Typical positions in this grade 

Senior Catalog end Order Library Clerk - Catalog and Order D^a%ent 

Senior 6 c£cSlticm Library Clerk - Circulation Department (see p. 44) 
Senior Library Clerk (see p. 47) 

Stenographer (see p« 4&) 


Miniinum ' Salary 




Minima® 




"tar 
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Professional Service -, 

Grade 1 Professional Service 

Typical positions in this grade 

Catalog and Order Librarian (see p. 20) 

Chief Librarian (or Director) - Class 1 Libraries (see p. 13) 
Circulation Librarian (see p. 27) 

Junior Catalog and Order Librarian — Catalog and Order Department 
(see p. 26) 

Junior Circulation Librarian - Circulation Department (see p. 31) 
Junior Librarian (see p. 41) 

Junior Reference Librarian - Reference Department (see p* 34) 
Reference Librarian (see p. 32) 

Minimum salary schedule 

At least that of Professional Grade 1 


Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, including one year of 
training in a library school accredited by the A.L.A.; or 
Equivalent qualifications 


Note: For part-time positions in Class 1 Libraries graduation from 
a college or university approved by an accrediting association of 
more than state-wide standing, including a minor in library science 
is acceptable. 


Grade 2 Professional Service 

Typical positions in this grade 

Chief Catalog and Order Librarian; - Class A Catalog and Order, Depart- 
ment (see pp, 21-22) 

Chief Circulation Librarian - Class A Circulation Department (see p. 28) 
Likrariari (or Director) - Class 2 Libraries' 


' Likrariari (or Director) - Class 2 Libraries' 

; Reference Librarian - Class A Reference Departsent (see p. 33) 

t. kiL **iL JS.W L /.if* iLiil'ilalj! A— r / . mb? ^ 
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Minimum salary schedule 

At least that of Professional Grade 2 

Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of training 
in a library school accredited by the A.L.A.j or 

Graduation from e college or university approved by an accrediting 
association of more than state-wide standing, including one year of 
training in a library school accredited by the A.L.A* and not less 
than tro years of appropriate professional experience in a library of 
recognized standing in Professional Grade 1; or 
Equivalent qualifications 


ade -3 Professional Service 
Typical positions in this grade 

Chief Catalog and Order Librarian - Class B Catalog and Order Depart- 
ment (see p. 23—24) . ,, ^ 

Chief Circulation Librarian — Class B Circulation Department V s ®® 

Chief Librarian (or Director} - Class 3 Libraries {see P # 15) ,, 

Senior Librarian (see p. 39) . / ' = 

Minimum , salary schedule .. . ! I -y vi • 

'At least' that of Professional Grade 3 , ; vdl 




Minimum 
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Grade A Professional Service 

Typical positions in this grade '' . 

Associate (or Assistant) Chief Librarian - Class 6 Libraries (see p.19) 
Chief Librarian (or Director) - Class 4 Libraries (see p. 16) 


Minimum salary schedule 

At least that of Professional Grade 4 


Minimum qualifications 


Graduation from a college or university approved by an accrediting, 
association of more than state-wide standing, plus ^ three ^ years of train- 
ing in a library school accredited by the A.L»A», including the posses- 
sion of the doctor's degree; or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L*A. and additional gradu- 
ate work culminating in a doctor's degree in a subject field; or . 

Graduation from a. college or university approved by an accrediting 
association of more than state-wide standing, plus twp years of train- 
ing in a library school accredited by the A.L.A., including possession 
of the master's degree, and not less than two years of appropriate ^ pro- 
fessional experience in a library of recognized standing two of which 

have been in Professional Grade 3; or ^ 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A* and an additional 
year of graduate work culminating in a master's degree in. a subject . 
field, and not less than two years of appropriate professional experi- 
ence in a library of recognized standing two of which have been in 


j^raduatipir fro® 'a college pr university approved by anp&bProsi|.tiBg 


■ ing fn a' library school accredited by the^iA^^r^sy 1 . 1 
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Minimum salary schedule 

At least that of Professional Grade 5 


Minimum qualifications 


Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus three years of train- 
ing in a library school accredited by the A.L.A., including the posses- 
sion of the doctor's degree, and not less than two years of appropriate 
professional experience in a library of recognized standing two of which 


have been in Professional Grade 4? or 

Graduation from a college or university approved ty an accrediting 
association of more than state-wide standing, plus one year of training 
in a library school accredited by the A.L.A. and additional graduate 
work culminating in a doctor's degree in a subject field, end not less 
than two years of appropriate professional experience in a library of 
recognized standing two of which have been in Professional Grade A; or 
Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus two years of train- 
ing in a library school accredited by the A.L.A. , including possession 
of the master's degree, and not less than four years of appropriate 
professional experience in a library of recognized standing two of ^ 
which have been in Professional Grade 4 or four of which have been in 


Professional Grade 3; or 

Graduation from a college or university approved by an accrediting 
asspciation of more than state-wide standing, plus am year of training 
in a library school accredited by the A.L.A. and an additional year of 
graduate work culminating in a master's degree '"in a' subject field* and 
apt less than, four years of -appropriate professional experience in a 
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Minimum qualifications 

Graduation from a college or university approved by an accrediting^ 
association of more than state-wide standing, plus _ three years of train- 
ing in a library school accredited by the A.L.A., including the poss. - 
sion of the doctor’s degree, and not less than four years of appropriate 
professional experience in a library of recognized standing two cn which 
have been in Professional Grade 5 or four of which have been in Pro s- 

sional Gr8.de 4? or ^ . . . 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of training 
in a library school accredited by the A.L.A. and additional gra 
work culminating in a doctor's degree in a subject field, and not less 
than four years of appropriate professional experience in a library oi 
reSgnS^standtog tio Sf which have been in Professional Grade 5 or 
four of which have been in Professional Grade 4; or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus two years of train- 
ing in a library school accredited by the A.L.A. , including possession 
of the master's degree, and not less than six years of appropriate 
professional experience in a library of recognized standing two of 
which have been in Professional Grade 5 or four of which have been 
in Professional Grade 4 or six of which have been in Professional Grade 

3 * ov 

’ Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A. and an additional year 
of ‘graduate work culminating in a master's degree in a subject field, 
and not less than six years of appropriate professional experience 'In 
a library of' recognized standing two of which have been in Professional 
Grade 5; or four of which have been in Professional Grade 4 or six ox 
which have been in Professional. Grade 3; or , . . 

— Graduation from a college or university approved by an accrediting 
,esssdciatim. of... more .than state-wide standing, plus, one year of trafd- 
•_ 4a, ’ •&. ■ .library school accredit©*^ -b<3j r ;-th.e A..L.A*, and ftP-t d-e.ss th , 

yRars of appropriate professional experience >,i» v c 

1 ‘ recognized standing two of which, have been in Professione-l ^rad.e. 5. 

of which have been in Professional Grade , 4 or six of V 


. . 

hftve-'been in Professional Grade 3$ or 
Equiv alent qualif ications 
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ACCREDITED LIBEArY SCEOOLS 


The Board of Education for Librarian ship has classified and accredited the 
following library schools under the Minimum Requirements for Library Schools 
adopted by the Council in October 19C5. 

New York State College for Teachers, Department of Lidrarianship, Albany 
Atlanta University, School of Library Service, Atlanta, C-a. 

University of California . School of Librarians!:!?, Berkeley 

Catholic University of America, Department of Library Science, Washington, D. C. 
University of Chicago . Graduate Library School, Chicago, 111. 

Columbia University, School of Library Service, New York, N. Y. 

Texas State College for Women, Department of Library Science, Denton 
University of Denver, College of Librarian ship, Denver, Colo. 

Drexel Institute of Technology, School of Library Science, Philadelphia, Fa. 

Emory University, Library School, Emory University, Ga. 

Kansas State Teachers College of Emporia . Library School 

New York State Teachers College, Department of Library Education, Geneseo 

University of Illinois Library School, Urbana 

University of Kentucky . Department of Library Science, Lexington 

Louisiana State Universxty, Library School, University Station, Eaton Rouge 

McGill University,' Library School, Montreal, Que. 

Marywood College, Department of Librarian ship, Scranton, Pa. 

University of Michigan , Department of Library Science, Ann Arbor 
University of Minnesota , Division of Library Instruction, Minneapolis 
New Jersey College for Women, Library School, New Brunswick 
University of North Carolina , School of Library Science, Chapel Hill 
University of Oklahoma, School of Library Science, Norman 

Our Lady of the Lake College, Department of Library Science, San Antonio, Tex. 
George Peabody College for Teachers, Library School, Nashville, Tenn. 

Carnegie Institute of Technology, Carnegie Library School, Pittsburgh , Pa. 

Pratt Institute, Library School, Brooklyn, N. I. 

Rosary College, Department of Library Science, River Forest, 111. 

College of St. Catherine, Library School, St. Paul, Minn. 

Simmons College, School of Library Science, Boston, Mass. 

University of Southern California , Graduate . School of Library Science, Los Angeles 
Syracuse University, School of Library Science, Syracuse, N. Y. 

University of Toronto . Ontario College of Education, Library School, Toronto, Qnt. 
University of Washington , School of Librarianship, Seattle 
Western Reserve University} School of Library Science, Cleveland, Ohio 
College of William and Mary . Department of Library Science, Williamsburg, Va. 
University of Wisconsin , Library School, Madison 

ACCREDITED LIBRARY SCHOOLS NO LONGER IN EXISTENCE 

New York State Library School, Albany (Merged with Columbia University, School 
of Library Service) • 

Carnegie Library of Atlanta . Library School, Atlanta, Ga. (Transferred to 
Emory University and continued as Emory University Library School) 

North Carolina College fox Women, Department of Library Science, Greensboro 
(Discontinued) 

Hampton Institute, Library School, Hampton, Va. (Discontinued) 

Los Angeles Library School, Los Angeles, Calif. (Discontinued) 

New York Public Library, Library School, New York, N. Y. (Merged with Columbia 
University,', School of Library Service) 

St. Louis Library School, St. Louis, Mo. (Suspended) 
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Accredited Library Schools, 55 

Assistant Chief Librarian, see 
Associate (or Assistant) Chief 
Librarian 

Associate (or Assistant) Chief 
Librarian 
Class 6, 19 

Book budget. Standards, 2-11 

Books, Standards, 1-11 

Budget, see Book budget. Standards; 
Salary budget, Standards 

Catalog and Order Department 

Catalog and Order Librarian, 20; 
Chief Catalog and Order Librari- 
an, 21-24; Intermediate Catalog 
and Order Librarian, 25; Junior 
Catalog and Order Librarian, 26; 
Junior Catalog and Order Library 
Clerk, 43; Senior Catalog and 
Order Library Clerk, 42; Size, 

12 * 

Librarian, 20; see also Chief 

Catalog and Order Librarian 

Cataloger, see Catalog and Order 
Librarian; Chief Catalog and 
Order Librarian 

Chief Gatalog and Order Librarian 
Class A, 21-22; Class B, 23-24; 
see also Catalog and Order Li- 
brarian 

Circulation Librarian 

Class A, 28; Class B, 29; see 
also Circulation Librarian 

Librarian (or Director) 

Class 1, 13; Class 2, 14; 

Class 3, 15; Class 4, 16; 

Class 5, 17; Class 6, 18; 

Reference Librarian 

Class A, 33; see also Reference 
Librarian 

Circulation Department 

Chief Circulation Librarian, 28- 
29; Circulation Librarian, 27; 
Intermediate Circulation Librar- 
ian, ^30; Junior Circulation Li- 
brarian, 31; Junior Circulation 
Library Clerk, 45; Senior Circu- 
lation Library Clerk, 44; Size, 

Circulation Librarian, 27; see also 
Chief Circulation Librarian 


Class 1 Libraries, 1-2 

2 Libraries , 3 

3 Libraries, 4-5 

4 Libraries, 6-7 

5 Libraries, 8-9 

6 Libraries, 10-11 

A Department, 12 

B Department, 12 

of Position, Defined, rd.i 

Classes of 

Departments, 12; Libraries, 1-11 
non-degree-conferring institu- 
tion libraries 

Class 1, 1-2; Class 2, 3; Class 
3, 4-5; Class 4, 6-7; Class 5, 

8-9; Class 6, 10-11 

Clerical Grade , see Grade 

Clerical Service 

Service, Defined, rrrij 

Grade 1, 49; Grade 2, 49; Personnel 
Specifications, 42-48; Standards 
of Education, Experience and Pay 
for Personnel Grades, 49 
Definition of the Class of Position, 
13-43 

Degree-conferring four-year institu- 
tions, Defined, 

Department, Defined, xiv 
Departments, Classes of 

Catalog a.nd Order, 12; Circulation, 
12; Reference, 12; Standards, 12 
Director, see Chief Librarian (or 
Director) 

Distribution of positions. Standards, 
1-10 

Education, Standards 

Clerical Service, 49; Personnel 
Specifications, 13-48; Professional 
Service, 50-54 

Elementary School Librarian, see Train- 
ing School Librarian — Elementary 
School Library 

Examples of Epical Tasks, 13-48 
Experience, Standards 

Clerical Service, 49; Perspnnel 
Specii ications , 13—48; Professional 
Service, 50-54 

Faculty member, Defined, xxj 

Full-time , Defined, xxt Irregular, 
Defined, xx 

Form and Instruction Sheet Used for 
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Job Analysis, 56-63 
Full-time member, Defined, 
xx 

Full-time student, Defined, xx 
Grade 1 

Clerical Service, 49; Profes- 
sional Service, 50 
2 

Clerical Service, 49} Profes- 
sional Service, 50-51 

3 

Professional Service, 51 
4? 

Professional Service, 52 

5 

Professional Service, 52-53 

6 

Professional Service, 53-54 
Honors student. Defined, xix 
Hours of work. Standards, 1—11 
open. Standards, 2-11 
Instructor in the Use of the 
Library, 35 

Intermediate Catalog and Order 
Librarian, 25 

Circulation Librarian, 30 
“Librarian, 40 

Irregular faculty member. De- 
fined, xx 

student. Defined, xx 
Job Jnalysis, Form and Instruc- 
tion Sheet Used for, 56-63 
Junior Catalog and Order Librarian, 

26 

Catalog and Order library 
Clerk, 43 

Circulation Librarian, 31 
Circulation Library Clerk, 

45 

Librarian, 41 
Library Clerk, 48 
Reference Librarian, 34 
Leaves, Standards, 1-11 
Librarian, see Chief Librarian (or 
Director ) 

Libraries, Classes of, 1—11 
Library Schools, Accredited, 55 
Minimum Qualifications 

Clerical Service, 49} Personnel 
Specifications, 13-48} Profes- 
sional Service, 50-54} Staff, 

1-10 

Salary Schedule 

Personnel grades, xvii-xviii, 40-54* 

Personnel Specifications, 13-48} 
Preparation of, xxx 


Minimum. Standards, 1-11 
Non-degree-conf erring institutions 
Defined, xix 

Order Department, see Catalog and 
Order Department 
Pay 

Clerical Service, 49; Personnel 
Specifications, 13-48} Profes- 
sional Service, 50-54; Staff, 1-10} 
Standards, 1-10 
plan 

Personnel grades, xvii-xviii; Pre- 
paration of, xxx 
Pensions, Standards, 1-11 
Personnel grades 

Clerical Service, 49; Professional 
Service, 50-54 

Specifications for Library 
Positions 

Clerical Service, 42-48} Profes- 
sional Service, 13-41 
Position-classification 

Defined, vii; Uses, vii, x-xi 
Positions 

Distribution, Standards, 1—10 
In each grade. Clerical Service, 

49; Professional Service, 50-53 

Professional Grade > see Grade 

Professional Service 
Service, Defined, xvi; 

Grade 1, 50; Grade 2, 50-51; 

Grade 3, 51} Grade 4, 52} 

Grade 5, 52-53} Grade 6, 53-54} 
Personnel Specifications, 13—41} 
Standards of Education, Experience 
and Pay for Personnel Grades, 50-54 
student. Defined, xx 
Qualifications 

Clerical Service, 49} Personnel 
Specifications, ( 13-48} Professional 
Service, 50—54} Staff, 1-10 
Reference Department 

Chief Reference librarian^ 33} 

Junior Reference Librarian, 34} 
Reference Librarian, 32} $iae> 12 
Librarian, 32} see also Chief 
Reference Librarian 
Salaries 

Clerical Service, 49; Personnel 
Specifications, 13-48; Profes- 
sional Service, 60-54} Staff, 

1-10} Standards, 1-10 
Salary budget. Standards, IrM 
Schedule 

"Personnel grades, xvii-xyiii, 49-54} 
Personnel Specifications,: 13-48} 
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Preparation of , :co: 

Secondary School Librarian, see 

Training School Librarian - Sec- 
ondary School Library 
Senior Catalog and Order Library 
Clerk, 42 

Circulation Library Clerk, 44 

Librarian, 39 

Library Clerk, 47 

Service unit load. Computed, xir:- 
- c-‘ .. 1-10 

Sick leave. Standards, 1-11 
Size of staff, Standards, 1-10 
Specifications for Library Po- 
sitions 

Clerical Service, 42-48; Profes- 
sional Service, 13-41 
Staff 

Distribution, 1-10; Education, 
49-54; Experience, 49-54; Pay, 
49-54; Qualifications, 1-10; 
Salaries, 1-10, 49-54; Size, 
1-10; Standards, 1-10 
Standards 

Book budget, 2-11; Books, 1-11; 
Departments, 12; Distribution of 
positions, 1-10; Education, 49- 
54; Experience, 49-54; Hours of 
work, 1-11; Hours open, 2-11; 
Leaves, 1-11; Pay, 49-54; Pen- 
sions, 1-11; Qualifications of 
staff, 1-10; Salaries, 1-10, 
49-54; Salary budget, 1-11; Sick 
leave, 1-11; Size of staff, 

1-10; Staff, 1-10; Vacations, 
1-11; Working conditions, 1-11 
Stenographer, 46 
Student 

Full-time, Defined, xxj Honors, 
Defined, xix Irregular, 

Defined, xxj Professional, De- 
fined, :ix: Underclass (under- 
graduate), Defined, xix; 
Upperclass (undergraduate), 
Defined, xix 
Tasks, Typical, 13-48 
Training School Librarian - Ele- 
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It is now more than thirty years since modern concepts of position 
classification on the basis of duties and responsibilities were initiated by 
the City Civil Service Commission of Chicago, It is well ever fifteen years 
since the first library classification and pay plan was proposed by the 
.American Library Association. In the years since 1S10 position-classifi- 
cation has become an inescapable and highly standardized part of personnel 
management, both public and private. In recent years the wide-ranging re- 
search program of the United States Employment Service in writing specifi- 
cations for industrial positions has gone far to extend the idea of duties 
classification to many phases of industrial employment which had hitherto 
been neglected. 

There can be no doubt concerning the value of position-classification to 
libraries, public or private, university or other. The necessity of careful 
description and orderly arrangement of positions increases steadily with the 
size of the institution, but few libraries can be so small as not to benefit 
from order and care in the description and management • of the positions re- 
quired for their operation. In large libraries and in the world of the li- 
brary profession generally it is now apparent that a systematic and reasonably 
uniform structure of clearly defined positions is one of the principal requi- 
sites for a career service. 

Any classification and pay plan necessarily reflects the established 
patterns of employment in any given society at any given time. In a society 
changing as swiftly as is that of the western world, a classification and pay 
plan may be called upon to respond to rapidly changing professional and eco- 
nomic situations. Salary scales now appropriate may be thrown out of line 
by marked changes in the cost of living. The role of the library profession 
may expand substantially in the next decade and require reconsideration of 
present specifications. 

Furthermore, the function of overhead management may also expand in the 
larger public and private libraries of the country. Experience has demon- 
strated that a serious weakness in the field of government has been failure 
to provide adequate top management and management assistants. The number of 
administrative assistants is now rapidly Increasing, and in any large organ- 
ization a considerable number are required. It appears from the specifications 
in this study that the groat bulk of the work of overhead administration is 
to be entrusted to the Chief Librarian and to the Associate Librarian. One 
classification, Assistant to the Chief Librarian, is set up to assist in the 
tasks of overhead management*' It may be suggested that as the functions and 
services of libraries expand, more positions with specialized administrative 
tasks to perform may be required. 

Class specifications have become highly standardized in form, if not in 
content. They are typically additive in character and often fail to give a 
really illuminating picture of the relative weight of responsibilities of the 
position. This aspect of specification writing happens to be well illustrated 
by the specifications for Librarian and Associate Librarian contained in this 
excellent study. The scope of their duties is large, but it is impossible 
to ascertain whether these office are conceived as being primarily concerned 
with internal administration, with book selection and client reading habit 
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study, or with the outside contacts which are so important in any library. 
Perhaps we ought not to expect duties specifications to assist management in 
this respect, °and the illustration is selected not with the purpose of 
suggesting any criticism but rather to indicate that the position-classifi- 
cation plan alone does not tell all that needs to be understood with. -respect 
to managerial duties. 

A study of this kind marks a definite milestone in the development of any 
profession. That it will be extremely useful to college and university li- 
braries cannot be doubted. In a recent thesis at the Graduate Library School 
of the University of Chicago entitled "Civil Service and Public Libraries, n 
Herbert Goldhor reached the conclusion that much progress remains to be made 
in effective classification of library positions, so far as public libraries 
are concerned. Presumably much the same conclusion could be drawn with respect 
to the libraries of private educational institutions. 

Herein are contained the fundamental standards for good library personnel 
administration* Reconsidered from decade to decade, they not only furnish 
the solid foundation on which effective library work is maintained but, from 
another point of view, serve as documentary records of the rising standards 
of library administration, 

Leonard D, White 

Professor of Public Administration and 
Chairman, Administrative Committee, 
Department of Political Science 
University of Chicago 

Chicago, 

Illinois 
May 14, 1943 
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Classification, in library work, consists in placi’-g the cooks and other 
materials on the same subject in the same class ar.d assigning the. same class 
number to them. Position-classification in personnel administration. is. 
placing in one class all positions which are similar in nature and diffi- 
culty of duties and in weight of responsibilities and which require similar 
^reparation and personal traits. Such positions are given the same descrip- 
tive class title and are called a class of position. Apposition-classification 
plan brings together in a logical pattern the classes of positions of an 
institution or group of institutions and shows their relationship to one 
another and to the entire group. In addition it aids in recruitment, fur- 
nishes a satisfactory basis on which to develop a pay plan, facilitates pro- 
motion and transfer procedures, aids in developing service rating and train- 
ing programs, assists in improving organization, and provides the foundation 
on which to build good employee-management relations and all other parts of 
a system of sound personnel administration. 


In this presentation of Classifi cation and Pay Plans for Libraries in 
Institu tions of Higher Education The institutions have bec-n divided into 
three groups!" non— de greo- coni' erring institutions, degree-conferring four- 
year institutions and universities. The classification and pay plan for each 
group has boon issued as a separate volume, each sc lx -contained. 


Historical Background 


The American Library Association and several state library associations 
have been working on classification and pay plans for libraries for. a. number 
of years. In 1927 the report of the Bureau of Public Personnel Administration 
to the A.L.A. Committee on the Classification of Library Personnel was issued 
under the title Proposed Classification and C ompensation Plans for Library 
Positions, often referred to as the- Telford report. In 1029 a subcommittee 
of "the “L.A. Committee on the Classification of Library Personnel brought 
out Budgets, Classification and Compensa tion Plans for University and College 
Libraries which superseded that paPToT the" Telford report which dealt with 
colleges and universities. 


The A.L.A. Board on Salaries, Staff and Tenure published Classification 
and Pay Plans for Municipal Pu blic Libraries in 1939.. as its first contribution 
to the series of classification and pay plans for all types of ^r&ries ' w * a< ; h 
it planned to issue to fulfill one of the functions assigned it by the A.L.A. 

Council. 


In the spring of 1939 the Association of College and Reference Libraries, 
which was then a section and is now a division of the A.L.A., appointed a 
Committee on Budgets, Compensation and Schemes of Service and in June 1939 
the A.L.A. Board on Salaries, Staff and Tenure appointed its Subcommittee 
on Budgets, Compensation and Schomss of Service for Libraries Connected with 
Universities, Colleges, and Teacher Training Institutions. The membership 
of tho committee of the A.C.R.L. and of the subcommittee of the board were 
identical. Classification and Pay Plans fo r Libraries i n Institutions o__ 
Higher Education has Uocn "pro par o d T5y this iuboosiMttoo working in conjunction 
with members "or tho A.L.A. Board on Salarios, Staff and Tenure. 
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The subcommittee acknowledges its indebtedness to the classification and 
pay plans previously mentioned; these have been of inestimable value in the 
preparation of the present plans. It also owes much to librarians in the 
field, whose criticisms and suggestions have been most helpful. For per- 
mission to quote the section for pages 5-6 of Position-Classification in 
the Public Service the subcommittee thanks the Civil Service Assembly of the 
United States and Canada. 


Objectives 


The major objectives of this present publication are: 

1. To develop classification and pay plans for libraries in 
institutions of higher education; 

2. To establish certain minimum personnel standards for those 
libraries. 


Scope of the Project 

This study is limited to positions in the professional and related cler- 
ical services in libraries of institutions of higher education. It has 
omitted certain administrative specifications for the clerical service and 
has not touched upon the building maintenance, binding or printing services. 

Each of the three books treats with a classification and pay plan for one 
of the three groups of institutions (non-dogree-conferring, degroo-conforring 
four-year, universities). Each book contains four sections: (l) Classes of 
Libra-rios, (2) Classes of Departments, (3) Personnel Specifications for 
Library Positions in the Professional and Clerical Services, and (4) Standards 
of Education, Experience and Pay for Personnel Grades. 

Tho project as originally planned included only those standards which affected 
the library personnel, namely those which wore needed to determine the sizo, 
organization, qualifications and compensation of tho staff. In December 1S40 
the Board of Directors of the A.C.R.L. approved the inclusion of other material 
to make possible the self-ovaluation of a library. Those additions wero items 
about tho building, qualitative appraisal of book stock and special service factors. 


Before the enlarged program could be completed this country entered the war. 
When the subcommittee met in December 1941 the members were firmly convinced 
that the classification and pay plan would be of great value to libraries dur- 
ing the war period and was therefore needed immediately. They were of the 
opinion, however, that the war might affeot libraries in institutions of higher 
education so drastically that it would be unwise to issue the self-evaluating 
score card until after the war. Both the A.L.A. Board on Salaries, Staff and 
Tenure and the Board of Directors of the A.C.R.L. approved the subcommittee's 
proposal to complete the class if icatioh and pay plan at the earliest possible 
date and to postpone until after the war the publication of the self-evaluating 
score card. It is hoped that the score card may be completed and published after 
the war as much work has already been done on the sections on building, qualita- 
tive .and quantitative appraisal of book stock and special service factors, as 
woll as for that section on staff. 

Methods of Procedure 

The subcommittee has hold 9 work meetings, each of which has been 2 
or more days in length and totaling more than 70 sessions. Open meetings 
for suggestions and criticisms of tho work under way wore held at the 1940 
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Cincinnati Conference, 1940 liidwirter Conference, 1041 2 os tor. Conference and 
1941 Midwinter Conference. Meetings hove also re an held with various inter- 
ested groups such as librarians of teacher training institutions, representa- 
tives of professional library associations and the Subcommittee on College 
and University Library Buildings of the A.L.A. Committee on Library Archi- 
tecture and Building Planning. The committee working on classification and 
pay plans for the American Association of Law Libraries cooperated by furnish- 
ing job analyses for 14 law school libraries and statistical information, 
and by sending a representative to three meetings of the subcommittee. 

At the San Francisco Conference in Juno 1939 the subcommittee studied 
various classification and pay plans which wore prepared for or included 
libraries and made plans to undertake a job analysis of a group of libraries 
in junior colleges, four-year colleges, universities and teacher training 
institutions. This .job analysis was -made in the fall of 1939 by approximately 
25 cooperating libraries and at a later date by 14 libraries in schools and 
collegos of law. (The form used for the job analysis appears r.s Appendix 3.) 

In March 1940 a first preliminary report, "Classification and Pay Plans 
for Libraries in Junior Collegos, Four-Year Colleges, Universities and 
Teacher Training Institutions — First Hough Draft of Section on Classes of 
Libraries" was sent for comment to approximately 250 librarians. Tho sug- 
gestions and criticisms received were incorporated whenever possible. 

In order to obtain the opinion of educators as well as librarians on tho 
desirable weights which should be given the four sections of tho score card 
(books, staff, special service factors and building) 36 collego presidents 
wore invited to state their preferences for various weights proposed. 

In August 1941 a second draft was issued as "Classification and Pay Plans 
for Libraries in Institutions of Higher Education." This draft containing 
150 pages included sections on Classes of Libraries, Classes of Departments, 
Standards of Education, Experience and Pay for Personnel Grades, Specifi- 
cations for Positions and Score Card. Approximately 200 copios of this draft 
were sent out for criticism. They were accompanied by a questionnaire asking 
the librarians to test the plan for their own libraries. The response was 
most generous and helpful. 

After the A.L.A. Board on Salaries, Staff and Tenure and the Board of 
Directors of tho A.C.R.L. , in December 1941, approved tho curtailment of the 
project to its original scope, tho subcommittee removed all standards not 
having a direct relationship to the size, organization and qualifications of 
tho staff from the section. Classes of Librarios, and droppod tho entiro 
Sooro Card Soction. 

The progress of the work has been reported at the open meetings of the 
subcommittee, at regular meetings of the Board of Directors of the A.C.R.L., 
at general and section meetings of the A.C.R.L., in tho annual reports of 
tho A.L.A. Board on Salaries, Staff and Tenure, and in articles in College 
and R esearch. libraries and School and Society . 

Constant reliance has been placed on tho advico and help of members of the 
library profession and of other educators in the preparation of those plans. 
Q 3 ™i*k 2 _cisms have boen solicited at various stages m tho work and- tho rosponso 
has boon vory gratifying and most helpful. Hundreds of communications, both 
personal byFWttbr,' -wore- p-ocoivod from "librarians,, cbllego presidents, 
bfficors. of : accrqdit'ihg agondios and other interested Oducators. 
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Council adopted a revised basic rdnimun pay plan 
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ariss in Institutions of Higher Edu- 
cation and Classific TTans" for Municipal Public LibrariesT This 
revilsec basic minimum pay plan was recommenced by the A.L.A* Board on 
sound Adrird strati on (formerly cal lea the A. L.A. roard on Salaries, Sta 
and Tenure) after consultation with all of the A.L.A. divisions* 


At its meeting in June 1545 the A.L.A. Board on Personnel Administration 
decided that work should be continued on the parts of the plans omitted be- 
cause of the war. It therefore appointed a subcommittee to work with the 
representatives of the board on the preparation cf these sections* ihe 
enters of the A.C.R.L. Committee on Budget, Compensation and Schemes of 
Service were again ashed to serve as members of the board T s Subcommittee on 
1 udreto, Compensation and Schemes cf Service for Libraries in Institutions 
cf hi “her Education. 


In December 1346 on recommendation of this subcommittee the A.L.A. Council 
adopted revised figures Ir. estimating the expenditures for staff salaries and 
for boohs, periodicals and binding* The revised basic minimum pay plan and 
revised figures for expenditures have been incorporated in this second edition* 

The subcommittee is now at work preparing the self- evaluating score card 
and a classification plan for professional school libraries which will be 
published separately* The members of the subcommittee working on these 
projects are David H. Clift, chairman, Ralph II. Dunbar, Charles It. Flack, 

Toward Geier Freehaf er. Flora B. Ludlngton, Ralph Halstead Parker, Ruth 
Tarlton Power , Frerno t Rider, Eugene ;i* Wilson and Eleanor 15. Vfitmor# The 
representatives of the A.L.A. Board on Personnel Administration working with 
the subcommittee arc Edward 3* Stanford, chairman, David II* Clift and Hazel 
B* Timmerman, executive assistant* 


Purpose of the Plans 


Personnel administration is one of the major concerns if not the major 
concern of library administration. Classification of positions Is a basic 
tool in personnel administration - as basic as Is the classification of 
books and other materials in library work* Classif ication and pay plans are 
as essential to good administration and management in libraries as they are 
In business. Industry and government. 

A classification plan is not only of value In recruiting and certification 
but it also has many other uses in personnel administration. These are 
stated in Position-Classification in the Public Service^ as follows: 

1f PosItion-classifIcation is an administrative instrument of wido useful- 
ness and value in personnel administration. It groups individual positions 


Civil Service Assembly of the II. S. and Canada. Position-Classification 
In the Public Service; a report submitted to the Civil Service Assembly by 
the Coiroittee on Position-Classificat i on and Pay Plans in the Public Service; 
I smar Baruch, chairman* 1941* The Assembly, 1313 East 60th Street, Chicago. 
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into classes of positions on a basis that has real meaning in personnel 
administration. " By emphasizing an impartial scientific approach, it helps 
avoid a purely personalized treatment of work and pay problems. It aids 
recruiting and testing authorities by making it possible to hold tests for 
classes of positions instead of a larger number of tests for individual 
positions having immaterial differences and by furnishing for each class a 
picture of the work to be performed and a statement of qualification re- 
quirements. In its use as a sound-basis for a fairly, administered pay plan,- - 
it serves the interests of- the people,- the tax payers, the operating offi- 
cials, and 4 the employees. -Its system of class titles constitutes a uniform 
job language defined in- class specifications, which in itself provides a base 
for common understanding among all those agencies and officials having to 
do with personnel administration. It facilitates the preparation of in- 
formative budgets for personal services; clarifies promotion and transfer 
transactions; aids in developing service rating plans and training programs; 
aids in planning, clarifying, and improving organization; facilitates the 
development of good employee-management relations; and makes it possible to 
keep significant service records and compile meaningful personnel statistics. 

’’In these and many other ways it serves as a facilitating instrument for 
personnel management and a dmini strata operation, and as a specific tool 
f 0r conducting many types of transactions involving the public, present and 
prospective employees, operating officials, accounting, budgeting and 
appropriating agencies, and the personnel agency of the jurisdiction. It 
is the broad usefulness which makes a well prepared, currently maintained, 
classification plan for positions the keystone in a sound system of public 
personnel administration. n 

The selection and retention of able, courteous and efficient personnel 
is of major importance to thoso : responsible for library administration. If 
professional workers of desirable calibre are to be attracted to and re- 
tained in library service in institutions of higher education they must.be 
fully informed of the duties and responsibilities involved in the positions 
in this field, of the. qualifications required, the rates of pay and the 'pro- 
motional opportunities. 

Similarly the establishment of standards for personnel as sdt up in these 
classification and pay plans and other library tools will act as a strong 
factor in reciuiting men and women with desirable ' educational and personal 
background to the library field. 

Library groups engaged in setting up certification requirements and . 
standards " will find this material helpful. 

After the position^ .which are similar in nature, difficulty of duties 
and height Of responsibilities have been grouped together as a. class of . 
no sit ion they' are given a class title- as Intermediate Circulation Librarian 
or .junior Reference- Librarian. It is only after the position-classification 
plan ' has been made that a pay plan can be -drawn , up which will assure equal 
pay for bqual work. For this reason's oarefully prepared classification plan 
based on an kctual job; analysis of the work performed should.be a first step 
in. the organization of aify' library. * % 

i- felassifieatii>fc| 'pikhT- price developed : is not static* , . , It is. constantly, 
aft^red to &6et* the’ pfitriging conditions in the library*’ Certain positions 
may bo dliBkpkt^dj b^i^aya addad, and • some combined. Furthermore duties ^may^ 
ibe ' added .pr' • away ' front '-certain positions necessitating their reclassifi- 

; cation. ; : .I:..;’", : ‘ ‘ j , , ; , 
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In drawing up a pattern for libraries in institutions of h ^ger education 
for tie country as a whole, the subcomrimtee is m no sense attempting, r 
recommending nation-vri.de regimentation. It Believes ■-ha.u this ^ 

serve as a guide to individual libraries in setting up p.ans to meet their 
own particular situations. It is impossible to prepare a nationa P ' 
which will fit any library without modification and adaptation. Each ry 

in drawing up a~ HIassification and pay plan o f its_oro snould (1) study the 
T4S hv the subcommittee, t. 2 ) mate a ~iob analysis of each ol ^ ts _ Po- 
sitions, 5 j develop its ora classification p lan based _on_ the job anaxysi , 
and (4 j prepare a pay plan DasecVn the "position- classification plan., ihe^ 
classification plan of' the individual library, while following the nation 
pattern in certain respects mil not do so in others* lo will, s ou ~ x 

the specific library only. In all probability its classes of ^positions hi 
be fewer than those in the national model. It may have positions w ic vri 
combine certain duties of two or three of the sample class specifications an 
other positions which do not appear in the sample specifications. The classes 
of positions recognized and the duties and responsibilities of these po si ions 
Trill vary to meet the local situation. The grading of the position^ may also 
vary. For example, the subcommittee automatically assigned Professional tirades 
2 or 3 to most departmental librarians and specialists. The individual library 
havi pr a large department of medicine, law, library science or micropno ograp y, 
for instance, might desire to set this up as a small department or division and 
determine the grade of the position of its chief in the same manner as the 
grades of other chiefs of departments. 

Classes of Libraries 

Seme sort of a determination of a library’s service load is essential 
preoaratory to the development of any plan for its organisation* The su com 
nittee developed, after much testing, a method of 1 computing the service load 
in terms of service units based on varying numbers of underclass and upper- 
class (undergraduate) students, honors students, graduate students and faculty 
members. This formula is as follows: 

Each underclass (undergraduate) student other than honors students 

is counted as P unit 

Each upperclass (undergraduate) student other than honors student B 

is counted as 2 units 

Each honors student is counted as 3 units 

Each graduate student is counted as * units 

Each faculty member is counted as 3 units 

The details of procedure to be followed in determining the number of service 
units of any given library appear in the section. How to Use This Book. 


Service unit load rules are not to be followed blindly. Lest this sub- 
committee’s suggestion of method for establishing the library's service load 
be misunderstood, some points about it should be made clear. It is realized 
by the subcommittee that no determination of the service load of any library 
can be exactly determined by any method of statistical computation. The sub- 
committee further realizes that in the case of very large universities, the 
making of such a service unit computation entails serious practical diffi- 
culties. It is extremely difficult for the larger educational Institutions 
to determine the library’s load in terms of service units because of factors 
such as lack of uniformity in counting part-time and part-year students and 
faculty, varying definitions of honors and graduate work, organizational com- 
plexity, to say nothing of the present day problems resulting from , sheer 
numbers. 
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Tha subcommittee would like to emphasize that this doc 
primarily for the hundreds of snail and medium- si zed ir.st 
education, not for very large universities. The organization of very large 
institutions is not only highly complex but also highly individualized. To 
make a standardized pattern fit them is difficult, if not impossible. 


Although such a publication as this is not expected to bo immediately 
applicable to the practical needs of educational institutions of very large 
size or very special type, the subcommittee believes that, if it be used 
with intelligent discrimination, it will prove of some value to them. This 
publication applied to the separate divisional or college units of a great 
university library, treating each unit as a separate entity, may be helpful 
for purposes of comparison with other libraries. If an attempt is made to 
apply it to the university library as a whole, organizational complexity 
would make such application difficult* 

Finally, no library should feel obliged to use the service unit method of 
establishing its own service load if it is able to devise a setter one. On 
the other hand, it is obviously short sighted to throw this service unit 
method out simply because many of the details of its computation have to 
remain sheer estimate. A service unit load computation that is 70 % exact and 
Z0% careful guesswork is, after all, more accurate than one that is lOOjt 
guesswork. A library budget cased cn such a unit oasis is, after all, more 
easily defendable to trustees and administrators than a budget based on 
unchecked precedent or on what may be really little more than sheer hunch. 

Even, those institutions which find it difficult to compute a service unit 
load can use this document advantageously to assist in the development of its 
position-classification and pay plan. 

The libraries of institutions of higher education are arran a ed in six 
classes for non— degree-conferring and degree-conferring four-year institutions 
and in seven classes for universities. The number of service units which the 
library has as its service load determines in which one of the various classes 
the institution belongs* 

The section. Classes of Libraries, has boon included in the classification 
apd pay plan in order to make a pattern for the country as a who 1 e so that 
libraries having approximately the same service load will be required to meet 
the same minimum standards. 

For eafth of the classes of libraries are established certain minimum stand- 
ards which the library should meet. Those standards have been selected which 
affect, directly or indireotly, the size, organization and qualifications of 
the library staff. Obviously the number of positions, their variety, grading 
and distribution, the minimum qualifications required and the compensation 
paid are included In any standards dealing with positions and porsonnel. Other 
standards which indirectly affect the size and character of staff are also 
given— annual salary budget, book stock, annual book budget, hours of opening 
and certain welfare and working conditions for the staff. 

Standards for libraries in institutions of higher education vary greatly 
in different parts of the country. Therefore the personnel standards used in 
the national pattern are necessarily at variance with local conditions in some 
institutions. It is felt, after considerable testing, that they do reflect 
average conditions throughout the country* 



Vfhile certain minimum personnel standards are set up in ^ ke.se 
and 'pay plans, rE~~sEouI? lie eitiplxasize? that these sxand ards^are 
for purpo ses~~of accrediting, but as a method of self-evaluation. 


classification 
included, ncr'E' 


Classe s of Departments 

In the national pattern the subcommittee has provided for four departmen 
( catalog., circulation, order and reference) for universities and degree-co - 
ferring four-year institutions, a»d for three departments (catalog and ordei , 
circulation and reference) for non-degree-conferring institutions. 

A department is defined as a major unit of the library system, set up 
perform a definite function or set of related functions. I* has its own stall, 
definite responsibilities and a head who is directly responsio © o e ie 
Librarian or the Associate (or Assistant) Chief Librarian* 


Departments have been broken damn into one or more groups called classes of 
departments arranged according to the number of staff members in uheir u 
time equivalent* The number of employees has been varied among classes m 
the various departments so that the positions of chiefs of all Class ^ A^Depar 
ments in the same type of institution will have duties and responsibilities 
of equal weight. Therefore they have been assigned the same personnel grade 
and have been placed on the same salary schedule. Thus a Class A Circulation 
Department will have more positions than a Class A Reference Department but 
the duties and responsibilities of the two positions of chief will be equal 
in weight. 

The individual library* in preparing its own plans* may haVe the depart- 
ments as set up in the national pattern* a combination of them or even more 
departments, according to its own organization* 


Personnel Specifications for Library Positions 

Personnel specifications have been prepared in the third section for a 
number of positions which are considered to be typical of those occurring in 
many libraries. They have been chosen to illustrate positions for all grades 
of the professional and clerical services. For each specification six items 
are given: (l) the class title, (2) the definition of the class of the posi- 
tion, (3) examples of the typical tasks performed, (4) the qualifications 
considered minimum for satisfactory performance of the work, (5) the grade of 
professional or clerical service to which tho position has been assigned and 
(6) minimum salary schedule in terms of compensation paid on an annual basis. 


Personal traits as given on each specification do not attempt to enumerate 
the specific traits which are considered desirable for every library position 
such as intelligence, * integrity, good health, pleasing voice and manner, 
attractive appearance, ploa sing personality, interest in people, imagination, 
dependability, courtesy, physical and mental energy, dignity, ability to do 
team work and forcefulness. The traits which are used in the specifications, 
^about twenty in number, have been arranged in alphabetical order as it would 
have~b©en extremely difficult to arrange them in order of importance on each 
specification* Tho abilities required follow, for the most part, the order 
used in enumerating the typical tasks performed* 


Terminology 

The terminology used in the various specifications conforms as far as 
possible to that considered best in personnel practice* With four exceptions 



all class titles in the professional service include the word ^librarian* 1 to 
denote professional status. These exceptions are Archivist, Bibliographer, 
Instructor in the Use of the Library and Readers* Adviser* Relative rank is 
shown as follows: Chief Librarian, Associate (or Assistant) Chief Librarian, 
Chief Circulation Librarian, Assistant Chief Circulation Librarian, Senior 
Circulation Librarian, Intermediate Circulation Librarian, Junior Circulation 
Librarian. The position. Junior Librarian, is of the lowest grade in the 
professional service on the general staff, whereas that of Junior Reference 
Librarian is of the lowest professional grade in the Reference Department. 
Relative rank in the clerical service is shown from the class titles: Head 
Circulation Library Clerk, Senior Circulation Library Clerk, Junior Circula- 
tion Library Clork* In the non-degreo-conferring institutions no provision 
has been made for Head Library Clerks either for the general staff positions 
or in any department. 

Several changes in terminology have been made in these plans from those 
issued by the A.L.A. Board on Salaries, Staff and Tenure In 1939 for public 
libraries. Four warrant special mention. The class title. Junior Librarian, 
in the present plans corresponds with that of Minor Junior Librarian in the 
public library plans. Both are Professional Grade 1, the lowest grade in the 
professional service. Intermediate Librarian in the present plans and Junior 
Librarian In tho public library plans coincide and are Professional Grade 2. 

The class titles Catalog Librarian (Reviser), Catalog Librarian (Specialist in 
a Subject or Language Field) and Classification Librarian are used in these 
plans whereas Catalog Reviser, Catalog Specialist in a Subject or Language 
Field and Classifier were used in the public library plans. Thus in the pre- 
sent plans another step has been taken towards following good personnel pro- 
cedure and using the word "librarian" in professional class titles. 

To denote that different classes of positions require a specific type of 
knowledge In varying degrees, a somewhat arbitrary series of descriptive adjec- 
tives and nouns have been used -which have been varied somewhat for different 
types of knowledge. As in Illustration, acquaintance, familiarity, under- 
standing, knowledge, working knowledge, good knowledge, broad knowledge, 
extensive knowledge, and thorough knowledge have been used, with acquaintance 
considered the lowest requirement and thorough knowledge the highest. 

Standards of Education, Experience and Pay for Personnel Grades 

A definite scheme has been, followed so that this section for all three 
groups of institutions of higher education will dovetail and will also corre- 
late with the same section in Classification and. Pay Plans for Municipal 
Public Libraries issued by the A.L.A. Board on Salaries, Staff and Tenure in 

Tsss; — 

Two services, professional and clerical, have been set up for institutions 
of higher education. The public library plans included the subprofessional 
service also. After the Job analyses revealed that in libraries In institu- 
tions of higher education this service was rarely utilized, librarians of a 
large number of institutions were consulted to determine whether this situa- 
tion was general. As this proved to be, the case the subprofessional service 
was omitted from these plans. 

Positions in the professional service usually fall into one of three 
groupings: executive, ~ bdbl io graph! caX ~and those requiring contact of a pro- 
fessional nature %ith the public; 'Thus a knowledge of library work as taught 
in a libfdryi School is considered essential. When certain positions require 



xvx 

unusual subject or language background, it may, on. rare occasions, be very 
difficult or impossible to find someone who has this required background 
plus library school education. In such instances the subject background. may 
be deemed more essential to the specific position and the person possessing 
it be chosen for the position with the understanding he complete his library 
education within a specific period* 


As all professional staff members contribute to. the educational program of 
the institution they are deemed to be of an academic rank corresponding to 
deans, teaching staff and departmental assistants. They should also enj y 
the academic privileges including participation in retirement plans. 


Positions in the library' s cle rical service are similar to clerical posi- 
tions in the business and other offices of the institution. To hold a posi- 
tion in this service the incumbent is not required to have had prior library 
education or experience. 


. The classes of positions have been brought together in grades so that 
those positions which require different class titles, but which are comparable 
as to weight of duties and responsibilities and call for similar amounts of 
academic and professional or technical education are grouped in the same 
personnel grade. It follows, therefore, that all classes of positions within 
a given grade are on the same salary schedule# 

Ten grades for the professional service and three for the clerical service 
have been used. All grades of both services are applicable to universities; 
nine of professional and all of clerical to degree- conferring four-year 
institutions; and six of professional and two of clerical to non-degree-con- 
ferring institutions* Although six grades of clerical service have been set 
up in the revised basic minimum pay plan for Glassification and Pay Plans for 
Municipal Public Libraries the subcommittee has not made provision for Clerical 
Grades 4-6 for libraries in institutions of higher education. It is the sub- 
committee 1 s opinion that the types of work which are performed in these higher 
clerical grades are usually provided for the library by the central college or 
university administration# 


Educational qualifications, including not only professional or technical 
training but also library experience, provide a series of equivalents. 


In specifying the number of years of experience required which would 
enable an individual to qualify for a position of higher grade than his 
educational background would warrant, if library experience were not included, 
the usual phrase has been "appropriate professional experience in a library 
of recognized standing." Until the self-evaluating score card for libraries 
in institutions of higher education is issued, there seems to be no better 
way of designating which libraries are suitable for the acquisition of useful 
experience than some such phrase as "library of recognized standing." 


The section. Standards of Education, Experience and Pay for Personnel 
Grades, appears as a separate section for two reasons: to bring together in 
an alphabetical list the classes of positions set up under their grade of 
professional or clerical service, and to save needless repetition of the 
education and experience requirements in each class specification and 
throughout the section. Classes of Libraries. 


Pay Plan 

The pay plan -and its various salary schedules presented many perplexing 
problems. It Is recognized that regional differences in standards and sup- 
port of institutions of higher education and in the cost of living make it 
impossible to set up any salary schedule which would be equally applicable 
to all libraries. Variations in the cost of living occur within the bounda- 
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ries of i individual states* The salaries, for the position of Chief Librarian 
and for positions on the professional staff, must also be considered in rela- 
tion to the salary schedules established for the various ranks of the faculty- 
in the institution# In general the grades of positions in the professional 
service in the library are intended to be the equivalents of the corresponding 
levels of positions on the faculty in which like responsibilities * experience 
and education are required# The Chief Librarian of a college should receive 
a salary comparable to that of a full professor and head of a department in 
the college and the Chief Librarian of a university comparable to that of a 
dean in the university# The Assistant Chief Librarian's salary should compare 
with that of an associate professor; salaries of department heads should be 
in line with those of assistant professors and so on down the line* 

In the revised basic minimum pay plan, a basic salary of $2460 was adopted 
as the minimum beginning salary for a position which normally requires of its 
incumbent the completion of a four-year college course plus one year in an 
accredited library school* A $2100 minimum salary was adopted for the posi- 
tions for which the minimum educational qualifications were the completion of 
a four-year college course which included one year in an accredited library 
school* 

Accepting this salary of $2460 as the minimum of the salary schedule for 
Professional C-rade 2, and that of $2100 for Professional Grade 1 the salary 
schedule for each grade was developed from these points* 

For each grade of service a five- step minimum salary schedule has been 
developed* Thus the salary schedule for Professional Grade 2 is $2460-2610- 
276Q- 2910- 3060, i.e*, $2460 is the minimum salary for entrance to the posi- 
tion; four increments of 0150 each have been provided; the maximum salary 
for the position on this minimum salary schedule is $3060. The increments 
suggested are not recommended as annual or automatic increments but rather 
as increments for worth, i*e*, satisfactory performance of the tasks* The 
salary schedules for each grade are set up so that they dovetail into one 
another to form one complete pay plan, as follows i 


Professional Service 


Grade 1 - 

§2 100 

§2 220 

$2 340 

$2 460 

02 580 

2 - 

2 460 

2 6 IQ 

2 760 

2 910 

3 060 

3 - 

2 910 

3 090 

3 270 

3 450 

3 630 

4 - 

3 450 

3 660 

3 870 

4 080 

4 290 

5 - 

4 080 

4 320 

4 560 

4 800 

5 040 

6 - 

4 800 

5 100 

5 400 

5 700 

6 000 

7 - 

5 700 

6 120 

6 540 

6 960 

7 380 

8 - 

6 960 

7 500 

8 100 

8 760 

9 300 

9 - 

8 760 

9 540 

10,320 

11,100 

11,880 

10 - 

11,100 

12,-000 

12,900 

13,800 

14, 700 

Clerical Service 





Grade 1 - 

#1 350 

$1 410 

$1 470 



2 - 

1 470 

1 530 

1 590 



3 - 

1 650 

1 710 

1 770 

$1 830 

$1 890 


Although definite salary schedules have been provided for clerical service 
from which hourly rates for student assistants performing clerical work are 
derived, compensation for such work should be dependent as well on that paid 
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for like work in the institution. 

All the standards set up are minimum, standards . It is hoped that the indivi 
ual library Vd 11 take these minimum schedules as a basis for devising a pay 
plan more applicable to its particular situation. It is expected that aver- 
age and better than average libraries will exceed these minimum salary sched- 
ules for the various grades. 


The revised basic minimum pay plan for municipal public libraries differs 
from that used for libraries in institutions of higher education as six instead 
of three olerioal grades are set up in tho municipal public libraries plan. 

The subcommittee is of the opinion that Clerical Grades 4-6 do not usually 
exist in libraries in institutions of higher education because the central 
college or university administration normally provides tho library with tho 
services performed in theso grades in public libraries. As the very largo 
university libraries may have such positions tho minimum salary schedules 
for these grades aro given for the information of such libraries. 


Clerical Service 


Grade 4 - 01830 $1890 $1350 $2010 $2070 

5 - 2010 2130 2250 2370 2490 

6 - 2370 2490 2610 2730 2850 


Future Revisions 


Classification and pay plans can not bo static but must be adjustable and 
changing to reflect, current duties and responsibilities. Post war conditions 
may well accclerato such changes. 

After those plans aro in use certain inconsistencies and imperfections will 
no doubt bo brought to light, Tho subcommittee will therefore welcome sug- 
gestions and criticisms in regard to tho plans. Revisions to moot future 
needs will^be essential. 


9 



HOT TO USE THIS BOOK 


I* Classify the i nstit ution 

In the preparation of Classification and Pay Plans fo r Libraries in 
Institutions of Higher E diTcat^ s have Been divided into 

three groups: non-degree- conferring Institutions, degree-conferring four- 
year institutions and universities* The classification and pay plan for 
each group Is issued as a separate hook* 

Hon- degree-conferring institutions include junior colleges, two-year 
and three-year normal and teacher training institutions, and technical 
institutions above the high school level that do not confer a bachelor T s 
or higher degree* 

Degree- conferring four-year instit utions offer prinarily a program 
leading "bo the bachelor 1 s degree and may or may not also offer addi- 
tional work leading to a master T s degree* These include both liberal 
arts colleges and teacher training and other professional colleges* 

Universities offer graduate academic work leading to the master 1 s 
degree and doctor 1 s degree and professional education leading to 
the various professional degrees and may or may not also include 
undergraduate curricula leading to the academic bachelor 1 s degrees* 

Select the book which treats the class of institution under considera- 
tion* Each book is so set up that the material in it applies only to 
libraries in that group of Institutions. Tho other books wall not apply 
to the library under consideration* 


II* Establish the library 1 s service load 


The first step In establishing the service load is to obtain the number 
of students and faculty' members both full time and part time in the follow- 
ing categories: underclass (undergraduate; students, upperclass (under- 
graduate) students*, honors students, graduate students, full-time faculty 
members and irregular faculty members,* For uniformity the figures should 
be obtained at a ' specific time such as the third week of the semester and 
summer session* All calculations are based on the service load of the 
library. It' is therefore essentia^ that . care be taken at 1 the outset to ; , 
obtain : as , exact figures as pbs sibhe k ' " ' • ,[■ : '■ - I ' ; ■ ' - , ' 11 , ; ( ' • - ; 1 ' / : > 
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Graduate student is one who has been awarded at least one bachelor' s 
degree and" is pursuing graduate work. 

Professional student is one enrolled in a professional school and 
should be classified on the preceding bases namely as underclass, 
upperclass, honors or graduate. Thus students in professional 
schools are to be counted as graduate students if the school is 
on a graduate basis (e.g., most medical colleges) but as under- 
graduate if they are not (e.g., many agricultural schools). 

Full-time student is one carrying a load of at least 15 credit 
hours a week or the minimum specified by the institution. 

Irregular student is one taking summer, extension, night, part- 
time and other irregular work and should be classified by pre- 
ceding standards but counted in terns of the full-time equivalent 
according to the number of crodit hours taken. 

Faculty member is a full, associate or assistant professor or an 
instructor who teaches the normal full load or who supplements a 
part-time teaching load with a research assignment . 

Full-time fac ulty member is one carrying a 15-hour teaching load 
or the minimum specified by the institution. 

Irregular faculty member is a part-time or visiting faculty member 
or one who teaches only In a summer session or extension courses 
and who is not otherwise employed by the institution. He should 
be classified on the preceding bases and according to tho number of 
hours taught and in terms of the full-time equivalent. 


For the regular session take tho number of part-time students in each 
category and the number of part-time faculty and turn these numbers into 
their full-time equivalent. If a full-time student in the institution is 
required to carry a load of 15 credit hours a week, count as full time 
all -students- taking this amount. If, however, IE credit hours or some 
■, *ar>9 • require 3^ use that figure. Using 15 crodit hours per 
':Ss -the- basis of this discussion,- 5 part-time students taking 3 

| : courses of underclass (undergraduate) level wbuld 
i 'btudontv ; Similarly, 3* students .taking & hours, 
'making 15 hours urould be considered as l.-ful],— 
f 1 ; if: students are. t&fclsg .jssqrp - than 15 ' |>omrs^.%he' i :eqctr , a ! ; ■ 

I should not be counted. In other words 15 or more credit hour s 
tfr . student igj'iaa di&s&ifcuti’qfc, tyaiag 16 . oarac&l? hours : «;s - full^ 
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the same manner as are students* If the full-time teaching load is 15 
hours per week in the institution 3 faculty members who give 5 credit 
hours work are counted as 1 full-time faculty member. However, 1 faculty 
member teaching 10 hours with a research assignment which is considered 
equivalent to another 5 hours of teaching would be figured as a full-time 
faculty member* Summer session faculty teaching the full-time allowance 
for the summer session are estimated In terms of the length of the summer 
session as compared with the length of the regular year, part-time summer 
session faculty are rated proportionately. Extension faculty are counted 
proportionately If the library furnishes service to them* 

If an institution, for example an urban college, having 2 semesters 
in its regular session has a curriculum set up in such a way that many 
more students are enrolled in 1 semester than in the other, estimate the 
number of students in oacii semester separately, add the number of students 
in the first semester to that in the second semester and divide by 2 to 
obtain the number for the' regular session. Caro should be taken so that 
the figures obtained are uniform, I*e*, obtained for the third week of each 
semes tor. 

After these calculations have been made apply the following table to 
obtain the service load: 


Count 


Each underclass (undergraduate) student other than honors students as 1 unli 

Each upperclass (undergraduate) student other than honors students as 2 unit 

Each honors student as 3 unii 

Each graduate student as ^ nnii 

Each faculty member as ® unli 

Add number of units of each category. The total obtained Is the library's 
service unit load. 

The service unit load of the library establishes the class of the library 
In the pattern for the libraries in Institutions of higher education as a 
whole. 

Class 1 Degree-cpnferring Four-year Institution Library has a service load 
of less than 800 service units 

Class 2 Degrpa-rconf erring Four-year Institution Mbrary has a service load 

of , :&Q0-14£$ bdrvioe ;uhbhs ' ' | ' ■ h ’ . ‘ ^ * h \ . ' ' 

Clas,s- I ’ ^ a ! as a 'service load 

- ; , ; 1 of | ; ; ; / ’ *'], ; i "‘i t; ;V •: ' : ' " ‘ ' , ■ J . * ; ' ' 

: /Olay's 4 ; J^Mbrary- bs&s' a 'service 'load 

: /; tobS^jsj f- « ; ^ ' J i'- i it' . ; ■ ‘1 \ • , . - * '' ■ , ' 1 

Class 5 Degree- conferring lour-yuar Institution Library has a service load 

■ ' 1 * 4 ‘ 1 1 *“ * ‘ * 1 * 1 4 - , service load , 


would ‘be a ' 
bo,’ the 1 ’ 
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formerly used. Tests made for a large number of institutions from, very 
small junior colleges to very large universities indicate that this method 
serves extremely well. 

III. Work out the minimum standards reco mmended by using the library 1 s actual 
seryl'Ss l oad 

To illustrate this and succeeding sections, a Class 4 Degree- conferring 
Pour-year Institution Library having a service unit load of 3200 units has 
been selected. Turn to pages 7-8 of the section, Classes of Libraries, to 
find the minimum standards which are recommended for a Class 4 Degree- 
conferring Four-year' Institution Library, f’ages 7 and 8 are the only 
pages in the section. Classes of Libraries, which apply to a Class 4 Degree- 
conferring Four-year Institution Library. Material in Classes 1-3 and 
5-6 are not applicable. 

As this discussion of the minimum standards recommended follows the same 
order as the standards appearing on pages 7-8 it is suggested that they be 
consulted along with this illustrative material. The standards are divided 
into five major sections! (l) Staff organization, (2) Qualifications and 
salaries, (3) Working conditions, welfare and economic security, (4) Annual 
salary budget and (5) Other standards including books, annual book budget 
and hours of opening. This discussion follows that order of presentation. 


A. Staff organization 


The formula used to obtain the number of positions recommended as 
minimum and their breakdown into the professional and clerical ’services 
was arrived at after considerable testing of actual conditions in all 
types and sizes of libraries. 


1. Professional service 

On page 7 the - method of computing the number of professional positions 
required in addition to that of Chief Librarian is given in item I,A,1: 
3 professional positions for first 800 service units plus 1 more for 
each additional 500 units or major fraction thereof. Ther®?ore the 
recommended number of professional positions other than t&at of the 
Chief' librarian is 8. 

2. Clerical service > 


■V ■ . Lfccm indicates ho# the number of positions in the clerical 

service is obtained: 40^ of 9 positions (8 plus that of Chief 
; clerical positions or 60J& of* 9; positions sc :5.4 
i: po si^ons* ■ Therefore the positions in the ■ clerical service 
: jassitstoats should ‘he botaweesjv ; 3 *8 • ■ •'•Sbtejient. . 

}.•;] h i ; tiio perform, clerical: work ;ih the the ; ■ ; ’ ; ; 


' 

lil ' 


i • 4^.,^^4-g.. -working LO hours per week 

i) n'/f 

5 sit ions 




3* Distribution of positions of professional service 

Item I*C*1 shows the way the positions in the professional service 
are to be distributed as to professional grade: lOfo of 8 positions 
in the professional service other than that of Chief Librarian = 

• 8 position which is recommended to be of Professional Grade 3 
according to these minimum standards* 25% of 8 s 2 positions re- 
quired to be of Professional Grades 2 or 3* Therefore* for the 
present analysis use 3 positions instead of 2*8 (*8 plus 2) positions 
and divide them as follows: 2 positions of Professional Grade 3 and 
1 position of Professional Grade 2* 

This distribution requirement for positions in the professional service 
has been included to assure a properly balanced staff with a sufficient 
number of junior administrators (chiefs and assistant chiefs of depart- 
ments) to secure good management and yet with sufficient numbers of 
positions in all professional grades to assure adequate distribution 
of duties at the various levels. 

The number of positions recommended as the minimum requirement for the 
staff organization takes Into account average conditions as they exist 
in the country as a whole including an average building* Therefore the 
Large building and the building not easily supervised will require more 
positions to render adequate service than does the compact building* If 
the reserves desk* for example* is separated from the Circulation Depart- 
ment, an additional number of professional and clerical positions and a 
larger number of hours of student help will be required to man it* The 
number of positions will be affected by the hours of opening often de- 
tormined by local requirements and by the number of departmental and 
school or college libraries. Even if not regularly staffed b# the 
library the work of making and maintaining departmental catalogs* gather- 
ing periodicals for binding, etc* places an additional load on the library 
staff. : Ik;"' ' I' 1 

• Qualificati ons 1 and ^ salarie s' 1 / ; : * . : ! ' ( ; ■ y „ *' • , ; ’ { I *’ ; ’• , ; ; 

1. Trofessipnal rsofvieOL' ; '' ' ■ * * I/'* t , s ■ ]'}/,*' , I ' ;u ’ : I ■ ' ' ’ 1 - 

a;* ■ ^uallfloatlbnh • ■* , ' ' 1 1* ; ' ; !' • . , , '■ 4 I; 1 \ f II V ' ' ' I" ’ ' r l ; ’ 1 > ^ ^ : . ; 1 

1 l) On page 7 item the f&crfc* that the po si ti on 

' 1 ■ ' ' ; , ; : , ; ■: i ' ifs / jSsSfc* .fteetepn as , 

: ; ; ; i f : ■.!, ^ '' 
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2) The remainder of "the professional staff are paid according 
to the professional grade of the position held* 

As 9 professional positions were needed to meet the minimum 
requirements for a Class 4 Degree- conferring Four-year 
Institution library 8 positions are still to be accounted 
for: 2 of Professional Grade 3, 1 of Professional Grade 2 

and 5 of Professional Grades 2 or 1* For present purposes 
in this discussion use 3 in Professional Grade 2 and 2 In 
Professional Grade 1. Thus the 2 positions of Professional 
Grade 3 are in the minimum salary schedule for that grade 
$2910-3090-3270-3450-3630; 4 positions of Professional Grade 
2 are In the minimum salary schedule for that grade - $2460- 
2610-2760-2910-3060; 2 positions of Professional Grade 1 are in 
the minimum salary schedule for that grade - $2100-2220-2340- 
2460-2580. 

2. Clerical service 

It has been found that the recommended number of positions in the 
clerical service is from 3*6 to 5*4 positions* For present pur- 
poses 3 full-time clerical positions plus 2*4 student assistants 1 
positions or 345S hours of student assistance are used* To assure 
proper balance In the clerical service break this into: 1 position 
of Clerical Grade 3, 1 position of Clerical Grade 2, 1 position 
of Clerical Grade 1 and 2*4 positions of Clerical Grade 1 or 3456 
hours of student help* 

On pages 105-04 are found the standards of education, experience and 
pay for clerical service* It is felt that student help on an hourly 
basis can adequately fill positions of Clerical Grade 1, therefore 
the hourly rate of student pay is computed* It is also recognized 
that positions of Clerical Grades 2 and 3 are of such a nature that 
they require more continuity In service and can not be filled satis- 
factorily by students who are working a few hours per week, therefore 
no hourly rates have been set up for these two grades* If student 
assistants are used for these higher grades of clerical service 
they should work In most instances not less than half time or 20 
hours per week and should be on the regular monthly payroll* 


C* Distribution of positions into general staff and departments 




■ n ( k/V k, with a Class 4 Degree- conferring Four-year Institution . 

iap ^IlljUstration^ it- Is next necessary to .arrange, 'the 1 positions 
.library into general sta^ff positions.? departments < 
-a professional and 3 clerical positions: and the .3456 hours per year 
tours .per week) of student* help qan be broken down for this illus- 

f pj# iCirouIarf^i.Qn-; Departments^ .for? ; t 
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Chief Librarian - 1 position 

Readers 1 Adviser of Professional Grade 3—1 position 
Secretary of Clerical Grade 3-1 position 

8 hours per week of student help for such work as messenger 
service - .2 position 
Catalog Department - 4.5 positions 

3 professional positions 

1 clerical position 

20 hours per week of student help = .5 position 
Circulation Department - 3.9 positions 

2 professional positions 
.5 clerical position 

56 hours per week of student help — 1*4 positions 
Order work - 1*6 positions 
1 professional position 
.5 clerical position 

4 hours per week of student help = .1 position 
Reference work - 1.2 positions 

1 professional position 

8 hours per week of student help — *2 position 


On page 13 it is also found that* 

1* A Catalog Department having in full-time equivalent a staff 
of 4*5 including the chief is a Class A Catalog Department 

2. A Circulation Department having in full-time equivalent a 
staff of 3.9 including the chief is a Class A Circulation 
Department 

3. Order work having in full-time equivalent a staff of 1.6 is 
nondepartmental i z e d 

4. Reference work having in full-time equivalent a staff of 1*2 
is non departmentalized 


Distribute the positions in the Class A Catalog Department 

Turn to the section. Personnel Specifications for library 
Positions in the Professional and Clerical Services, for the 
class specification for a Chief Catalog Librarian of a Class 
A Catalog Department; bn page 24. It is found that this position 
is a Professional Grade 3 position* Therefore 1 position Of 
Professional Grade 3 has been included vftiich was required in 
the distribution of positions according to grades. -'AS' soph' 
as the | "'the : iaf . department is ' set ' up • the , 

; ; 4.5 v ' logical sequence. 

help) -can, be set ‘to a& 'follows* 
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professional and personal, (5) the grade of professional or clerical 
service, and (6) the salary schedule. 

If the person holding the position under consideration performs the 
duties as set forth in the definition of the class of position his 
position is one of that class regardless of his title, qualifications 
or compensation. Thus a simple classification plan can he drawn up -by 
using merely this definition and omitting the examples of typical tasks 
and minimum qualifications. While better than nothing such, a plan is 
still unsatisfactory. It must be made clear that if the incumbent per- 
forms the duties as set forth in the definition of the class of position, 
the position belongs in that class and’ therefore Is of the personnel 
grade assigned it (either professional or clerical) even though the 
incumbent does not meet the minimum qualifications which are deemed 
necessary under usual circumstances for the satisfactory performance 
of the work. It follows that a person without full library school 
education may hold a position on the professional staff and conversely 
that a person with a degree from an accredited library _ school may hold 
a position on the clerical staff. Positions, not the incumben s, are 

classified. 

On each specification there appears a reference to the page on '^ 7 ch 
the detailed requirements of education and experience are given. This 
reference is made to save repetition of these alternates an each specx- 
ficati on* 


E« Working conditions, welfare and economic security 

On pages 7-3 it is found that minimum standards for working conditions, 
welfare and economic security follow the minimum standards for staff 
organization and qualifications and salaries. These have been included 
because they affect the size of the staff and the efficiency o _ 
library. A well-balanced employee relations program is considered t>y 
most employers as the normal requirement in any plan for the successful 
administration of human relationships. Therefore those , 

affecting the employment of personnel have been set down to show w ^ 
are considered minimum standards for good personnel administration m 
libraries. They also affect the size of the staff required for proper 
admini strati on of the library* 
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■fco cover "the schedule during vacation periods* It: is not: usually 
desirable however to schedule technical department staff for this 
purpose except in great emergencies and for very short periods* The 
output of their work must not be retarded to the extent that the 
efficiency of the library is impaired* In those institutions which 
operate on a 36 week-year extra staff arc not needed to cover vaca- 
tion schedules as vacations can be taken when the college is closed# 

3. Leaves for study or for illness also require arrangements for persons 
to fill the actual position during the leave. If a faculty member 
is granted leave his courses may not be offered for the semester 
or year# In a library, a position can not be cut out during a staff 
member' s leave without impairing the work of the library# 

4t# .Pension systems are of benefit to the employee and the employer# 

As he grows older, the employee can perform his work much more satis- 
factorily and efficiently when he is not worried about his future. 

The employer can retire the employee at the retirement age without 
worrying what will happen to the person who has given the library 
years of faithful service. Adequate retirement allowances make it 
unnecessary to continue the employment of one who is no longer capable 
of satisfactory performance. All positions should be filled by those 
who can do the work efficiently. 

F. Annual salary budget 

The recommended annual salary budget for a Class 4 Degree- conferring 
Four-year Institution Library having a service unit load of 3200 units 
is computed as follows: 

2000 units at $13 “ $26,000 
1200 units at $> 8 “ 9' 600 

$ 35,600 

This formula for annual salary budget, like all other formulae used, 
has been tested for many institutions# ‘ 


The $35,600 which is for staff salaries and student wages but not 
for maintenance staff can be broken down as follows among the positions 
bn the staff according to their recommended grades: 
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2. Clerical service - 3 full-time positions 
plus student help of 3456 hours 
1 position of Clerical Grade 3 
1 at second increment - $1770 
1 position of Clerical Grade 2 
1 at first increment - $1530 
1 position of Clerical Grade 1 
1 at maximum - $1470 
3456 hours of student help 

2500 at 65/ per hour - $1625.00 
956 at 70/ per hour - 669.20 

$2294.20 


$1 770,00 
1 530.00 

1 470.00 

2 294.20 

$7 064.20 $..7 064.20 


Grand Total 


$34,664.20 


This leaves §935.80 of the total salary budget of $35,600 to be 
used for help during sick leaves and other emergencies. If the library 
has students whose wages are paid from the institutional budget though 
not necessarily charged against the library budget, consideration must 
be given this fact and the library budget adjusted accordingly. 


G. Other standards 

As the book stock, annual book budget and hours of opening have a 
definite bearing on the size and distribution of the positions they 
have been included. The formula used for each was tested to determine 
its adequacy. 

X. Book stock recommended as minimum in a Class 4 Degree— conferring. Pour- 
year Institution Library is estimated according to the service unit 
load of 3200 units as follows,: 1 

50 books x 800 units z 40,000 books 
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applying the minimum standards recommended. The remainder of the discussion 
will explain how a specific library can see how it is actually set up and 
whether or not it meets the minimum personnel standards recommended for a 
Class 4 Degree-conferring Four-year Institution Library* 

Take the payroll of the library, add to it the list of those students 
on work scholarships, etc. whose wages are paid fyom the institutional 
budget though not necessarily charged against the library budget. Do not 
include volunteers or those paid from noncollege sources* 


Against each name state department or departments to which the individual 
is assigned, whether his position or positions are in the professional or 
the clerical service (including students in the clerical service) and the 
amount of time worked in each position, i*e*, John Smith - professional 
service - g time Catalog Department, 4 - time Order Department, time general 
staff* VDaen this has been completed arrange the positions into departments, 
departmental libraries and general staff and under each divide so the result 
shows the exact number of positions in the professional service and also in 
the clerical service* Turn the part-time positions in a department into 
their full-time equivalent and add them to the full-time positions in the 
same department* The total will show the size of the department and thus 
establish its class* Ifhen figures for each department are obtained, turn 
to puge 13 and see what class of department each is according to the 
national pattern* For example, a Catalog Department with 4.5 positions 
in their full-time equivalent including the chief of department would be 
a Class A Catalog Department. The professional grade of the chief of de- 
partment, therefore, would be one of Professional Grade 3 * In breaking 
down the 4.5 positions it would be possible to have professional positions 
only of Professional Grades 2 and 1 in that department* 


By consulting the definitions for professional service and clerical 
service on pp. xv-xvx indicate against each position in the department 
whether it is actually professional or clerical as set up in^he national 
pattern* In this way it can be seen whether a position considered 
professional in the specific library actually classifies as such in the 
national pattern* If the duties performed reveal that the position includes 
oth professional and clerical duties, then the proportion of time spent 
importance of the tasks will determine the classification as pro- 
or clerical* For example, a position with 60% professional and 
duties would classify as professional if the most important 
;wero professionals Time should pot be the only governing 
KMJ-i i f > 1 fJ^Ti : a ^ a ly' s i s °r "|he actual job analysis of the library' 
$° k-gfct, .it is in the interests of good personnel ’ 
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The Chief Librarian’s position is automatically determined by the 
class of the library. This is also true for the position of Associate 
(or Assistant) Chief Librarian. The national pattern has been drawn 
up so that the position of Chief Librarian will always be 2 grades above 
that of Associate (or Assistant) Chief Librarian. The subcommittee has 
felt that the administrative position of Associate (or Assistant) Chief 
Librarian will not occur in degree-conferring four-year institution li- 
braries other than in Classes 5 and 6 and therefore it has not been pro- 
vided in Classes 1-4. If such a position does not exist as is the case 
in this illustration of a Class 4 Degree-conferring Pour-year Institution 
Library it follows that no position will have that personnel grade except 
perhaps in the unusual case where the position of a chief of department 
classifies in its own right as a position of that personnel grade. The 
class of department establishes the class of position and thus the per- 
sonnel grade for the chief of the department. Therefore the personnel 
grades of the various chiefs of department are determined at a glance by 
turning to page 13. All other positions in the department are of lower 
professional grades than that of the chief. In other words, it is a fact 
that the chief of department has heavier responsibilities than the other 
members of the department* 


No assistant chief of department has been set. up for a small depart- 
ment. In small departments which do not have assistant chiefs provision 
has been made for a position of the professional grade directly below 
that of chief of department. 

For specialists within departments, departmental librarians and other 
specialists Professional Grades 3 and 2 have been used in the sample 
specifications. The individual library must determine the classification 
of such positions in relation to others within the department and with 
others on the staff in respect to the weight of duties and respon- 
sibilities so that like weights are given the same personnel grade. 


Sample specifications are supplied as guides. After the personnel 
grades for the various positions in'the library have been noted, the 
librarian, educator or surveyor will have a rough estimate of the 
library’s position-classification plan and can compare the specifications 
for the positions' as set up in the national plan with -the actual tasks 
performed, the qualifications of ! the incumbents: and the salaries paid 
in. the specific: library* • , This will serve as a guide to check against 
until, the library r sifecthal lob analysis; can be: 'undertaken and, ^ elassi- 


fi cation and pay plan developed, it should be emphasized that sucn a 
plan is but a ’stopgap and is not recommended. Each library must mate 
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tf* Prepare the p ay plan for the specific library 

After the classification plan is developed the pay plan can then he 
developed. The plan used in this study will serve as a guide but the 
plan for the individual library will be developed with several con- 
siderations in mind: 

1. The salaries paid the faculty and clerical staff of the institution 

2* The cost of living in the particular cormunity; 

3* The compensation paid in libraries in ot|ier institutions of higher 
education which are considered comparable because of like situa- 
tions and conditionsi 

4. The compensation paid for work performed in comparable professions 
where duties and responsibilities are of equal weights 

5. The salaries in force in similar libraries in the area. 

The subcommittee, in making the pay plan pattern for institutions of 
higher education as a whole, has set up what it considers are the mini- 
mum salary schedules acceptable for each personnel grade and therefore 
for the various classes of positions in the average library. It is 
assumed and expected that a library giving adequate service to its 
institution will exceed the minimum standards for or many of the 

personnel grades and classes positions* 

For each class of position in tb^e sample specif ication^ prepared by 
subcommittee, a minimum salary has been set and several increments 
have been provided. The salaries given,* therefore, constitute a mini- 
mum schedule for each class of position and the final figure in each 
group is the suggested maximum for that class of position for the sample 
specification only# Each library will determine for each class pf posi- 
tion in its classification and pay plan the minimum salary^ the number 
of increments and the amounts of each, and the maximum salary* 


i 



CLASSES OF LIBRARIES 


CLASS 1 - DEGREE-CONFERRING FOUR-YEAR INSTITUTION LIBRARY HAVING LESS 
THAN 800 SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty "ember as 5 units. The library's service 
unit lead is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring four- 
year institution with 150 underclass (undergraduate) students other than 
honors students, 100 upperclass (undergraduate) students other than honors 
students, 40 honors students, 10 graduate students and 45 faculty members 
would total 735 units and thus would be a Class 1 Degree-conferring Four- 
year Institution Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be I assistant's 
position of professional grade 

B. Clerical service 

1. In addition to the professional staff, there shall oe clerical and 
student workers sufficient to assure t-hat not more than 60% or 
less than 40 % cf total staff hours shall be clerical or student 
service 

II. Qualifications and salaries 
A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 4 (see pp. 107-0 ) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least ohe 
minimum salary schedule for Professional Grade 4 


,b. The other member of the professional staff is paid according to 
the professional grade of the position held (see pp. 105-06) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 103-04) 

III. forking conditions, welfare and economic security 

1. The regular working hours of the full-time library staff are not 
more than 40 par week 

P Vacations * 

1. . In addition to legal holidays, the professional staff shall receive 

at least 1 month's vacation with pay and the clerical staff a 

least 2 weeks 


1 
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C* Leaves 

1. Upon application the members of the professional staff may be 
granted leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D. Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
TV* Annual salary budget 

A. For the last 5 years the library's average expenditures for staff 
salaries was not less than s?13 for each unit of its service load; 
and in no case less than (>7600 
V. Other standards 

A. The size of staff here specified for a Class 1 Degree-conferring Four- 
year Institution Library assumes 
1. Books 

^ a . The library has 50 books for each unit of its service loadj and 
in no case less than 40,000 volumes 
2* Annual book budget 

a. For the last 5 years the library’s average expenditures- for 
books, periodicals and binding was not less than 08 for each 
unit of its service load; and in no case less than 02000 
.*3, Hours of opening 

a. The library is open at least 32 hours weekly 


P 
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CLASS 2 - DEGREE-CONFERRING FOUR-YEAR INSTITUTION LIBRARY HAVING 800-1499 
SERVICE UNITS . . . • • 

To establish the library's service unit load, .in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upper class (undergraduate) student other ohan 
honors students as 2 units, each honors student ns 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library's service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring four- 
year institution with 300 underclass (undergraduate) students other than 
honors students, 200 upper class (undergraduate) students other than honors 
students, 60 honors students, 15 graduate students and 75 faculty members 
would total 1315 units and thus would be a Class 2 Degree-conferring Four- 
year Institution Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 3 assistants' 
positions of professional grades for first SCO units plus ^ 1 more 
assistant's position of professional grace for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerica— cna 
student workers sufficient to assure that not more than 60 % or 
less than 40 'S of total staff hours shall be clerical or student 
service 

lh At 1 least, 11 ! professional position other than the Chief Librarian 
shall be a position of Professional Grade 3 (see 106-07) 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications ... . 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 5 (see pp. 10&-09) 

2 . Salaries 

a* The compensation of the Chief Librarian shall be at least the 
minimum salary schedule for Professional Grade 5 

b. The remainder of the professional staff are paid according to 

the professional grade of the position held (see pp. 105 7) 

B. Clerical service . 

1. Sta nd ards of education, experience and pay for the clerical service 

are maintained (see pp. 103-04) 

III. Working conditions, welfare and economic security 
P 1 Hour s 

1. The regular working hours of the full-time library staff are not 
more than 40 ' per week 

1. In addition to legal holidays, the professional staff shell receive 
at least 1 month’s vacation with .pay end the clerical stafi at 

least 2 weeks" ' 
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C. Lea-yes . n , .. , 

1. Upon application the members of the professional staff may he 
granted leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

1, The employing institution contributes for all members of the library 
staff to some sort of retirement plan 

IV. Annual salary budget „ „ k oP a 

A. For the last 5 years the library’s average expenditures for stall 

salaries was not less than $13 for each unit of its service load 

V. Other standards „ „ 

A. The size of staff here specified for a Class 2 Degree-conferring Fohr* 

year Institution Library assumes 


a. The library has 50 books for each unit of the first BOO units 
of its service loadj 25 books for each unit thereafter 
2. Annual book budget 

a. For the last 5 years the library’s average expenditures for 
books, periodicals and binding was not less than s?8 for each 
unit of its service load 
5. Hours of opening 

a. The library is open at least 44 hours weekly 
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CLASS 3 - DEGREE-CONFERRING FOUR-YEAR INSTITUTION LIBRARY HAVING 
1500-2499 SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library's service 
-unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring lour-year 
institution with 550 underclass (undergraduate) students other than honors 
students, 325 upperclass (undergraduate) students other than honors students, 
80 honors students, 20 graduate students and 100 faculty members would total 
2020 units and thus would be a Class 3 Degree-conferring Four-year Institution 
Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 3 assistants 
positions of professional grad.es for first 80G units plus 1 
more assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. 1^ addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more then 60% 
or less than 40 % of total!, staff hours shall be clerical or stu- 
dent service 

G. Distribution ,, ... „ 

1. At least 1 of the professional positions other than the Chiei 

Librarian shall be a position of Professional Grade 3 (see pp. Iso-u i) 

II. Qualifications and salaries 
A. Professional service 

1. Qualifications , . , . 

a. The Chief Librarian has the education and experience required 

to hold a position of Professional Grade 6 (see pp. l-/~ / 

P Salaries 

* a. The compensation of the Chief Librarian shall be at least the 
minimum s al ary schedule for Professional evade b 


b. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 105-07} 

B ' 'education, experience aid pay for the clerical service 

are maintained (see pp. 103-04) 

III. Working conditions, welfare and economic security 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B ' Itlfa Edition to legal holidays, the professional staff shall receive 
at least 1 month' S vacation with pay and the denied staff at 

least 2 weeks 
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C* Leaves 

1» Upon application the members of the professional staff nay bo 

granted loaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 
D. Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV. Annual salary budget 

A. For the last 5 years the library’s average expenditures for staff 
salaries was not less than #13 for each unit of the first 2000 units 
of its service load; yO for each unit thereafter 
V* Other standards 

A. The size of staff here specified for a Class 3 Degree-conferring Four- 
year Institution Library assumes 

1. Books 

a# The library has 50 books for each unit of the first 800 units 
of its service loadj 25 books for each unit of t?ae next 700 
units; 15 books for each unit thereafter 

2. Annual book budget 

a* For the last 5 years the library’ s average expenditures for 
books, periodicals and binding was not less than #8 for each 
unit of the first 2000 units of its service load; (>5 for each 
unit thereafter 
3* Hours of opening 

a. The library is open at least 50 hours weokly 
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GLASS 4 - DEGREE— GONFEPRIK G FOUR-YEAR INSTITUTION LIBRARY HAVING 
2500-4999 SERVICE UNITS 

To establish the library' s service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library's service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring four- 
year institution with 1050 underclass (undergraduate) students ocher than 
honors students, 700 upperclass (undergraduate) students other than honors 
students, 200 honors students, 50 graduate students end. 225 faculty members 
would total 4375 units and thus would be a Glass 4 Degree-conferring Four- 
year Institution Library. 


Minimum Standards 


I. Staff organisation 

A. Professional service . 

1. In addition to the Chief Librarian, there shall be 3 assistants 
positions of professional grades for first 800 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service . _ 

1. In addition to the professional staff, there, shall be clerical 

and student workers sufficient to assure that not more than b0% 
or less then 40% of total staff hours shall be clerical or stu- 
dent service 

1. 10$ of the professional positions other than tne chief Libraric.n 
shall be positions of Professional Grade 3 and another 25% of 
Professional C-rade 2 or 3 (see pp. 1C 5 - 07) 

II. Qualifications ard salaries 
A. Professional service 

1. Qualifications . . . • 

a. The Chief Librarian has the education .and experience required 

to hold a position of Professional Grade 7 (.see p.110) 

2 • Salaries 

a. The compensation of the Chief Librarian _ shall be at least 
the minimum salary schedule for Professional Grade 7 

b. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 105 

S Clerical soirvic© 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 103-04) 

III. Working conditions, welfare and economic security 
.A TI ry ynr J3 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B. ^cations ^ legal ho iidays, the professional staff shall receive 
at' least 1 month's vacation with pay and the clerical st 
least 2 weeks 
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0 Bscvcs 

1. Upon application the members of the professional staff may be 
granted* leaves of absence for study contributing to their proxes 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

13 ” ]P en 3 don s 

* 1. The "employing institution contributes for all members of the library 
staff to some sort of retirement plan 

IV. Annual salary budget . 

A. For the last 5 years the library's average expenditure ~ for sta 
salaries was not less than $>13 Tor each unit of .lie _irs 
units of its service load; $3 for each unit thereafter 
V. Other standards 

A. The size of saaff here specified for a Class, 4 Degree-conl erring 
Four-year Institution Library assumes 
1 Boclcs 

a The l-‘brarv has 50 books for each unit of the first 800 units 
of its service load; 25 books for each unit of the next 700 
units; 15 books for each unit of the next 1500 units; 5 books 
for each unit thereafter 

2. Annual book budget 

a. For the last 5 years the library's average expenditures tor 
books, periodicals and binding was not less than $-B for each 
unit of" the first 2000 units of its service load; $5 for each 
unit thereafter 

3. Hours of opening 

a. The library is open at least 68 hours weekly 


» 
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CLASS 5 - DEGREE-CONFERRING FOUR-YEAR INSTITUTION LIBRARY HAVING 
5000-9999 SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student ether than 
honors students as 1 unit, each upperclnss (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library* s service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring four-year 
institution with 2500 underclass (undergraduate) students other than honors 
students, 1700 upperclass (undergraduate) students other than honors students, 
400 honors students, 75 graduate students and 500 faculty members would total 
9900 units and thus would be a Class 5 Degree-conferring Four-year Institution 
Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 3 assistants' 
positions of professional grades for first B00 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerical 
sued student workers sufficient to assure that not more than 60% 
or less than 40% of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. 10% of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 4 and another 25% of Professional Grade 3 
II. Qualifications and salaries (see pp. 106-08) 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 8 (see pp. 110-11) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 6 (see pp. 109-10) 

2 . Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 8 

b. The compensation of the Associate (cr Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 
Grade 6 

c. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 105-08) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical 
service are maintained (see pp. 103-04) 
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III'. Working conditions, welfare and economic security 

A. Hours 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B. Vacations 

1. In addition to legal holidays, the professional staff shall receive 
at least 1 month's vacation with pay and the clerical staff at 
least 2 weeks 

C . Leaves 

1. Upon application the members of the professional staff may be 
granted’ leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D. Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV. Annual salary budget 

A. For the last 5 years the library's average expenditures for staff 
salaries was not less than $1-3 for each unit of the first 2000 
units of its service load; $3 for each unit thereafter 
V. Other standards 

A. The size of staff here specified for a Class 5 Degree-conferring 
Four-year Institution Library assumes 

1. Books 

a. The library has 50 books for each unit of the first BOO 
units of its service load; 25 books for each unit of the 
next 700 units; 15 books for each unit of the next 1500 
■units; 5 books for each unit thereafter 

2. Annual book budget 

a. For the last 5 years the library's average expenditures for 
books, periodicals and binding was not less than for 
each unit of the first 2000 units of its service load; 

$5 for. each unit thereafter 

3. Hours of opening 

a. The library is open at least B0 hours weekly 


» 
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GLASS 6 - DEGREE— CONFERRING FOUR-YEAR INSTITUTION LIBRARY HAVING 
10.000 OR MOKE SERVICE UNITS 

To establish the library' s service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate ) student other than 
honors students as 1 unit, each upper class (undergraduate) s undent other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member r-s 5 units. The library's service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a degree-conferring four- 
year institution with 3000 underclass (undergraduate) students other than 
honors students, 2400 upper class (undergraduate) students other than honors 
students, 600 honors students, 3.00 graduate students and 700 faculty members 
would total 13,500 units and. thus would be a Glass 6 Degree-conferring Four- 
year Institution Library. 


Minimum Standards 


I . Staff organization 

A. Professional sendee 

1. In addition to the Chief Librarian, there shall be 3 assistants' 
positions of professional grades for first 800 units plus 1 more 
* assistant's position of professional grade for each additional 

500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall he clerical 
and student workers sufficient to assure that not more than 60% 
or less than 40% of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. 10% of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall he positions 
of Professional Grade 5 ; and another 25% of Professional 
Grade 3 or 4 (see pp. 106-09) 

II, Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 9 (see p. Ill) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 7 (see p. 110) 

2. Salaries 

a . The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 9 

b. The compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 

Grade 7 . 

c. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 105—09) 

B. Clerical service 

1* Standards of education, experience and pay for the clerical 
service are maintained (see pp, 103-04) 
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III. 


IV. 


V. 


Working conditions} welfare and economic security 

A. Hours . . . 4 . 

1. Tiie regular working hours of the iul3.— tins library staff aie not 

more than 40 per week 


33 ^/sLCSii^ioris 

1. In addition to legal holidays, the prof essio mil staff shall receive 
at least 1 month's vacation with pay and the clerical staff at 
least 2 ,rr eeks . 


C. Leaves _ , __ , 

1. Upon application the members of the professional Svafi may be 
granted leaves of sbsence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D* Psnsinns 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 

Annual salary budget 

A. For the last 5 years the library’s average expenditures for staff 
salaries was not less than $>13 for es-ch unit of the first tcOOQ 
units of its service loadj fpb for each unit thereafter 


Other standards 

A. The size of staff here specified for a Class 6 Degree-conferring 

Four-year Institution Library assumes 

1 . Books 

a. The library has 50 books for each unit of the first 800 
units of its service load; 25 books for each unit of the 
next 700 units; 15 bocks fox' each unit of the next 1500 
units; 5 books for each unit thereafter 

2. Annual book budget 

a. For the last 5 years the library's average expenditures fox- 
books, periodicals and binding was not less than for each 
unit of" the first 2000 units of its service load; $5 for each 
unit thereafter 

3. Hours of opening 

a. The library is open at least 80 hours weekly 



CLASSES OF DBP AKPffiRTS 


A department having less then 2 full-tine members including the chief 
is called nondepartmentalized. Part-time employees including student 
assistants paid by the library are counted in terms of their full-time 
equivalent. 

Catalog Department (including cataloging; classifying; subject heading; making 
and filing of all catalog cards; and certain processing details) 

Class A - Staff of 2 to 5 full-time members including chief of department 

Class B - Staff of 6 to 8 full-time members including chief of department 

Class C - Staff of 9 or more full-time members including cnief of department 

Circulation Department (including not only all circulation work per se both 
regular and reserves but also interlibrary loans; shelving; stack care; 
inventory; etc.) 

Class A - Staff of 2 to 4 full-time members including chief of department 

Class B - Staff of 5 to 8 full-time members including chief of department 

Class C - Staff ox 9 to 12 full-time members including chief of department 

Class D - Staff of 13 or more full-time members including chief of department 

Order Department (including evaluating, selecting and ordering library 
materials; doing library bookkeeping; accessioning; handling gifts, ex- 
changes and duplicates; doing all acquisition and preparation of periodicals 
work except their cataloging; and certain processing details) 

Class A - Staff of 2 to 4 full-time members including chief of department 

Class B - Staff of 5 or more full-time members including- chief of department 

Reference Department (including ail work involving interpretation to the 
public of library materials including periodicals and documents; and locat- 
ing Information as well as the materials themselves) 

Class A - Staff of 2 to 3 full-time members including chief of department 

Class B - Staff of 4 to 5 full-time members including chief of department 

Class C - Staff of 6 or more full-time members including chief of department 
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PERSONNEL SPECIFICATIONS FOR LIBRARY POSITIONS 
TN THE PROFESSIONAL AMD CLERICAL SERVICES 

Professional Grade 4 ( see PP* 107-08)' 

flflTEF LIBRARIAN (OR DIRECTOR) 

Class 1 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the president end governing body of 
the institution, to do the work involved in operating a Class 1 Degree- 
conferring Four-year Institution Library having less than 800 service units. 


Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the . 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and pam- 
phlets; seeing that the library quarters are kept in good condition; answer- 
ing reference questions; giving instruction in the use of the library; 
ordering and cataloging books; supervising inventories; purchasing supplies 
and equipment; seeing that essential records and statistics are. kept; pre- 
paring reports and memoranda; handling correspondence; supervising the work 
of the staff; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff- 
members on their efficiency; developing the latent abilities of staff members 
and in general promoting staff esprit de corps; making the library and its 
resources known to the student body and faculty; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; knowledge of modern library organization, procedure, policy, aims and 
service; good knowledge of books; reading knowledge of two or more foreign 
languages and some familiarity, with the literature of these languages; 
ability to speak in public and to write clear and comprehensive. reports; 
understanding of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource— 
fulness; scholar liness; self-confidence; tact; ability to organize. work; 
ability to train and supervise; ability to contact with equal cordiality and 
effectiveness, staff members, faculty members and students; ability to judge 
personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 4 
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Professional Grade 5 (see pp. 103-09) 


CHIEF LIBRARIAN (OR DIRECTOR) 
Class 2 Libraries 


Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 2 Degree- 
conferring Four-voer Institution Library having 300-1499 service units. 


Examples of Typical Tasks: 

Formulating and administering ‘policies, rules end regulations for the 
purpose of securing the fullest use of the library by students and faculty ; 
as a member of the' faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretory of the 
library" committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and pam-_ 
phlets; seeing that the library quarters are kept in good condition; answering 
reference questions; giving instruction in the use of the library; .supervising 
inventories; purchasing supplies and equipment; seeing that essential records 
and statistics are kept; preparing reports and memoranda; handling correspond- 
ence; conducting staff meetings; supervising the work of the staff; supervising 
classification of library positions, preparation of salary schedules and 
maintenance of personnel records; making recommendations regarding appointments, 
promotions, transfers, salary adjustments 2 nd other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional liter- 
ature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education end experience as specified in Professional Grade 
5; working knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books; reading knowledge of two or more foreign 
languages and some familiarity with the literature of these languages; ability 
to speak in public and to write clear and comprehensive reports;- understanding 
of the objectives and procedures 1 of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal cor- 
diality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Pr of e;. axonal Grade 5 
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Professional Grade 6 (see pp. 109-10) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 3 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 3 Degree- 
conferring Four-year Institution Library, having 1500-2499 service units. 

Examples of Typical Tasks: 

Formula. ting and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting books, documents and pam- 
phlets; helping to plan new buildings or alterations in existing structures; 
supervising inventories; purchasing supplies and equipment; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; conducting staff meetings; advising with chiefs of 
departments in their difficult problems; directing the work of the staff; 
supervising classification of library positions, preparation of salary 
schedules and maintenance of personnel records; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
personnel matters; rating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting staff esprit de 
corps; m akin g the library and its resources known to the student body and 
faculty; keeping in touch with library developments by attending conierences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
6; good knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books and appreciation of scholarship; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; ability to speak in public and to write clear 
and comprehensive reports; understanding of the objectives and procedures of 
higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal cor- 
diality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 8 
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Professional Grade 7 (see p.-. 110) 


CHIEF LIBRARIAN (OR DIPJEGTOP.) 
Class 4 Libraries 


Definition of the Class of Position: 

Subject to the policies an'' 1 rules of the President and governing body of 
the institution, to do the work involved in operating a Class 4 Degree- 
conferring Four-year Institution Library having 2500-4999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty , participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; ranking community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; selecting cooks, documents and pam- 
phlets; helping to plan new buildings or alterations in existing structures; 
supervising inventories; purchasing supplies end epuipment; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; conducting staff meetings; advising with chiefs of 
departments in their difficult problems; directing the work of the staff; 
supervising classification of library positions, preparation of salary 
schedules and maintenance of personnel, records; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
personnel matters; rating staff members on their efficiency; developing the 
latent abilities of staff members end in general promoting staff esprit de 
corps; making the library and its resources known to the student body and 
faculty; keeping in touch with library developments by attending conferences 
and reading professional literature;- participating in campus activities. 

Minimum Qualifications: 

Professional: .Education and experience as specified in Professional Grade 
7; broad knowledge of modern library orgunize.tion, procedure, policy, aims 
and service; wide knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature of 
these languages; ability to speck in public and to write clear and compre- 
hensive reports; knowledge of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good. judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; , , 
ability to direct, train and supervise; ability to contact with equal cor- 
diality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 7 
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Professions:! Grade 3 (see pp. 110-11) 


CHIEF LIBRARIAN (OP DIP.FGT0R) 
Class 5 Libraries 


Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 5 Degree- 
conferring Four-year Institution Library having 5000-9999 service units. 


Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee;, maintaining official relationships with President, deans 
■and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection _ that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring reports and memoranda; handling correspondence; conducting, staff 
meetings;" advising with chiefs of departments in their difficulty problems; ^ 
directing the work of the staff; supervising classification o± library posi- 
tions, preparation of salary schedules and maintenance of personnel records; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 


Mininrun Qualifications: 


Professional: Education and experience as specified in Professional Grade 

3* extensive knowledge of modern library organization, procedure, policy, 
aims and service; wide knowledge of books, appreciation of scholarship and 
the research program and understanding of research methodology; reading 
knowledge of two 'or more foreign languages and some familiarity with the ^ 
literature of these languages; skill in coordinating work of various depart 
ments in a large library and in planning and directing a large staff; 
ability to speek in public and to write clear and comprehensive reports; 
knowledge of ” the objectives and procedures of higher education. 


Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal cor 
diality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 


Minimum Salary Schedule: 

At least that -of Professional Grade 8 
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Professional Grade 9 (see p. Ill) 


CHIEF LIBRARIAN (OR DIRECTOR) 
Class 6 Libraries 


Definition of the Clas3 cf Position: 

Subject to the policies and rules cf the President and governing body of 
the institution, to do the work involved in operating a Class o Degree- 
conferring Four-year Institution Library having 10,000 or more service units. 


Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation cf the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection^ that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring reports and memoranda; handling correspondence; conducting staff 
meetings; advising with chiefs of departments in their difficult problems; ^ 
directing the i*>rk of the staff; supervising classification of Library posi- 
tions, preparation of salary schedules and maintenance of personnel records; 
making recommendations regarding appointments, promotions, transfers, salary/ 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members an! in general 
promoting staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
9; extensive knowledge of modern library organization, procedure, policy, aims 
and service; broad knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature of 
these languages; skill in coordinating work of various departments in a large 
library and in planning and directing a large staff; ability to speak in 
public and to write clear and comprehensive reports; good knowledge of the 
objectives and procedures of higher education'. 

Personal: Aptitude for research; awareness .of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal cor- 
diality and’ effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional (Var)« 9 ’ 
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Professional Grade 6 (see pp. 109-10) 


ASSOCIATE (OR ASSISTANT) CHIEF LIBRARIAN 
Class 5 Libraries 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory 
work involved in the administration of a Class 5 Degree-conferring Four- 
year Institution Library having 5000—9999 service units; to act as a chief 
of department? and to do such other work as may be required. 

Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure^ that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational program; seeing that the library quarters are kept 
in good condition; answering reference questions; supervising inventories; 
purchas in g supplies and equipment; preparing reports and memoranda; handling 
correspondence; assisting with the classification of librory positions, 
preparation of salary schedules and maintenance of personnel records; making 
recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matteps; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and Its resources known 
to the student body and faculty; keeping In touch with library developments 
by attending conferences and reading professional liter? ture; participating 
in campus activities; acting as Cb ief Librarian in the absence of that 
official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

6; good knowledge of modem library organization, procedure, policy, alms 
and 'service; wide knowledge cf books and appreciation of scholarship; _ read- 
ing knowledge of two or more foreign languages and some familiarity with 
the literature of these languages; ability to plan, lay out, direct ^ -and 
coordinate the work of others; ability to speak in public and to write clear 
and comprehensive reports; understanding of the objectives and procedures 
of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; Initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 6 
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Professional Grade 7 (see p. 110) 


ASSOCIATE (OR ASSISTAMT) CHlEF LIBRARIAN 
Class 6 Libraries 

Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory 
work involved in the administration of a Class 6 Degree— conferring Four- 
year Institution Library having 10,000 or more service units; and to do 
such other work as may be required. 

Examples cf Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational program; seeing that the library . quarters are kept 
in good condition; answering reference questions; supervising inventories; 
purchasing supplies and equipment; preparing reports and memoranda; handling 
correspondence; assisting with the classification of library positions, 
preparation of salary schedules and maintenance of personnel records; making 
recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing' the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities; acting as Chief Librarian in the absence of that 
official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
7; broad knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature of 
these languages; ability to plan, lay out, direct and coordinate the work 
of others; ability to speak in public and to write clear and comprehensive 
reports; knowledge of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for ' 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness ; seholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 7 
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Professional Grade 2 (see pp. 105-06) 


CATALOG LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the cataloging 
ond classification of books in a library where this work is non&epartmentalized 
and to do such other work as may be required* 

Examples of Typical Tasks: 

Doing cataloging, classifying and subject heading; making master^ cards 
and adapting L.C* or other cards; recataloging when necessary; keeping shelf 
list; typing, revising and filing cards; supervising or handling processing 
details; developing the catalogs and the cataloging procedure to meet the 
needs of the instituion; searching for catalog information; making recommenda- 
tions and decisions in matters of cataloging policy including cooperative 
undertakings with other libraries; maintaining a manual of cataloging routines; 
keeping essential records and statistics; preparing* reports and memoranda; 
handling correspondence; keeping in touch with library developments by attend- 
ing conferences and reading professional literature; participating in campus 
activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in- Professional Grade 

2; working knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; knowledge of books; reading knowledge 
of one or more foreign languages; skill in the performance of cataloging; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; ability 

to org ani ze work; ability to follow Instructions; ability to get along well 
with superiors , co— workers and subordinates . 


Minimum Salary Schedule: 

At least that of Professional Grade 2 


i 
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professional Grade 3 (see pp« 106-07) 


CHIEF CATALOG LIBRARIAN 
Class A Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Catalog Department, 
i.e., having a staff of 2 to 5 full-time members (or their equivalent in ^ 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laving out and assigning the cataloging and related work for the members 
of the Catalog Department staff end seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with tLeir d— fticu_«.t 
problems; developing the catalogs and the cataloging procedure to meet the 
needs of the institution; doing cataloging, classifying and subject heading; . 
supervising or handling processing details; recataloging when necessary; seeing 
that the necessary bibliographical tools and mechanical equipment are available 
for the work of the cataloging staff; making recommendations and decisions in 
matters of cataloging policy including cooperative undertakings with other . 
libraries; maintaining a manual of cataloging routines; seeing that essential 
records and statistics are kept; preparing reports and memoranda; handling 
correspondence; consulting with chiefs of departments; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
personnel matters; fating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting staff esorit de 
corps; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: • Education and experience as specified in Professional Grade 
3; good knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; working knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; ability to relate the catalog details to 
the needs of the institution; ability to devise efficient cataloging methods; 
the perspective required to establish a wise balance between perfection and 
cost; good knowledge of books; reading knowledge of two or more foreign 
languages; ability to organize and direct a Catalog Department; appreciation 
of the objectives and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co-workers and subordinates; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 3 



25 


Professional Grade 4 (see pp. 107-08) 


CHIEF CATALOG LIBRARIAN 
Class B Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Qlass B Catalog Department, 
i.e., having a staff of 6 to 8 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging and related work for the members 
of the Catalog Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs end the cataloging procedure to meet the 
needs of the institution; doing cataloging, classifying and subject heading; 
supervising the preparing and filing of L.C. end other cards; supervising 
recataloging when necessary; seeing that the necessary bibliographical tools 
and mechanical equipment are available for the work of the cate loping, staff ; 
making recommendations and decisions in matters of cataloging policy includ- 
ing cooperative undertakings with other libraries; maintaining a manual of 
cat al ogi n g routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; handling correspondence; consulting with 
chiefs of departments; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff 
members on their efficiency; developing the latent abilities oi staff members 
and in general promoting staff esprit de corps; keeping in touch. with library 
developments by attending conferences and reading, professional literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; good • knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging; ability to relate the catalog details to the 
needs of the institution; ability to devise efficient cataloging. methods; the 
perspective required to establish a wise balance 'between perfection and cost; 
good knowledge of books; reading knowledge of two or more foreign languages 
and in addition some knowledge of at least one more language; ability to 
organize and direct a Catalog Department; understanding of the objectives 
and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co-workers and subordinates; 
ability to judge personnel. 

Minimum Salary Schedule; 

At least that of Professional Grade 4 
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Professional Grade 5 (see pp. 108-09) 


CHIEF CATALOG LIBRARIAN 
Class C Catalog Department 

Definition of the Class of Position: 


Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Catalog Department, 
i.e., having a staff of 9 or more full-time members (or tneir equivalent in 
part- tim e) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging and related work for ^ the members 
of the Catalog Department staff and seeing that they are effectively ^ employ ed ; 
giving them directions and suggestions and aiding them with th^ir difficult 
problems; developing the catalogs and the cataloging procedure. tp. meet the 
needs of the institution; giving personal supervision to the difficult cata- 
loging, classification and "subject heading work including especially _ rare 
items and materials in less familiar languages; directing the preparing and 
filing of L.C. and other cards; seeing that the necessary bibliographical 
tools and mechanical equipment are available for the work of the cataloging 
staff; making recommendations and decisions in matters of cataloging policy, 
including cooperative undertakings with othar libraries; seeing that essential 
records and statistics are kept; preparing reports and memoranda; handling 
correspondence; conducting staff meetings; consulting with chiefs of depart- 
ments; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; wide knowledge of classification and cataloging procedures and problems and 
of the uses of catalogs, bibliographies and book lists; broad knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging; ability to relate the catalog details to the needs 
of the institution; ability to devise efficient cataloging methods; the per- 
spective required to establish a wise balance between perfection and cost; 
wide knowledge of books; reading knowledge of two or more foreign languages 
and in addition some knowledge of at least two more languages; demonstrated 
ability to organize and direct a Catalog Department; understanding of the 
objectives and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co-workers and subordinates ; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Piofecjaional Grade 5 
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Professional Grade 4 (see pp. 107-08) 


ASSISTANT CHIEF CATALOG LIBRARIAN 
Glass C Catalog Department 

Definition of the Class of Position: 

Under supervision of the Chief Catalog Librarian, to assist with the direc- 
tion of a class C Catalog Department, i.e. , having a staff of 9 or more full- 
time members (or their equivalent in part-time) including the chief; and to 
do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the cataloging and related work; 
giving directions and suggestions to the members of the staff and aiding them 
with their difficult problems; assisting in developing the catalogs and the 
cataloging procedure to meet the needs of the institution; handling difficult 
or important cataloging, classification and subject heading work; supervising 
recataloging when necessary; making recommendations in matters of cataloging 
policy including cooperative undertakings with other libraries; maintaining 
a manual of cataloging routines; seeing that essential records and statistics 
are kept; preparing reports and memoranda; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and ^ other personnel 
matters; rating staff members on their efficiency; keeping in ^t ouch wxth 
library developments by attending conferences and reading proi essxonai. 
literature; participating in campus activities; acting as chief in the 
absence of that official. 


Minimum Qualifications: 


Professional: Education end experience as specified in Professional Grade 

4; wide knowledge of classification and cataloging procedures and problems and 
of the uses of catalogs, bibliographies and book lists; good knowledge _ of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging; ability to devise efficient cataloging methods; 
p-ood knowledge of books; reading knowledge of two or more forexgn languages; 
ability to organize and direct a Catalog Department; understanding of the 
objectives and procedures of higher education. 


Personal: Capacity for leadership; good judgment; initiative; intellectual 

curiosity: orderliness; resourcefulness; ability to organize work; ability o 
direct, train and supervise; ability to size up situations and people accu- 
rately and to get along well with faculty, superiors, co-workers and subordi- 
nates; ability to judge personnel. 


Minimum Salary Schedule: 

At least that of Professional Grade 4 


i 
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Professional Grade 3 (see pp. 106-07) 


CATALOG LIBRARIAN (REVISER) 
Catalog Department 

Definition of the Class of Position: 


Under direction of the Chief Catalog Librarian, to revise the work of 
catalog librarians; and to do such other work a$ may be required. 

Examples of Typical Tasks: 

Revising cataloging, classification and subject heading Work; giving di- 
rections and suggestions to members of the cataloging staff and aiding them 
with their difficult problems; cataloging the more difficult books; maintain- 
ing a manual of routines; keeping essential records and statistics; preparing 
reports and memoranda; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3; good knowledge of classification and cataloging procedures and problems and 
of the uses of catalogs, bibliographies and book, lists; working knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging; good knowledge of books; reading knowledge of 
two or more foreign languages; appreciation of the objectives and procedures 
of higher education. 

Personal: Accuracy; alertness; good judgment; good memory; initiative; 
intellectual curiosity; orderliness; resourcefulness; scholar liness; self- 
confidence; systems tic methods of work; tact; ability to organize work; 
ability to train and supervise; ability to size up situations and people 
accurately and to get along well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 

.at lea.jt that of Professional Grade 5 


9 
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Professional Grade 3 (see pp. 106-07) 


r, AT&T, no T, TP, PART AN (SPECIALIST TTI A SUBJECT OR LANGUAGE FIELD) 

Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Catalog Librarian, to have charge of the 
cataloging of books and other library materials in a highly specialized 
subject o.r an unusual language field; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Developing the catalogs and the cataloging procedure to meet the needs of 
the special field; handling difficult cataloging, classification and subject 
heading work in the special field; seeing that the necessary bibliographical 
tools are available for cataloging work in the special field; keeping well 
informed on developments in the special field; maintaining a manual of routines; 
keeping essential records and statistics; preparing reports and memoranda; 
.consulting with chiefs of departments and with specialists on the library- 
staff and on the faculty in order to coordinate the work with that in other 
fields; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specif ied_ in Professional Grade 
3, education to include specialization in the special field of knowledge; 
good knowledge of classification and cataloging procedures and problems and 
of the uses of catalogs, bibliographies and book lists, especially in the 
special field;' working knowledge of modern library organization, procedure, 
policy, aims and service, particularly as they relate to cataloging; good 
knowledge of books and other sources in the special field; reading knowledge 
of those foreign languages essential to the field; appreciation, of the 
objectives and procedures of higher education. 

Personal: Accuracy; alertness; aptitude for research; good judgment; good 

memory; initiative;' intellectual curiosity; orderliness; resourcefulness; 
scholarline s s ; self-confidence; systematic methods of work; tact; ability to 
organize work; ability to train and supervise; ability to get along well with 
superiors, co— workers and subordinates. 


Minimum Salary Schedule: 

At least that of Professional Grade 3 


* 
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Professional Grade 3 (see pp. 106-07) 


CLASSIFICATION LIERMLIAN 
Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Catalog Librarian, to classify books and 
other library materials; to revise the classifications assigned by others; 
and to do such other work as may be required . 


Examples of Typical Tasks: 

Classifying new acquisitions; revising classifications assigned by others; 
reclassifying when necessary; developing new class numbers to meet current 
needs; supervising shelf -list work; maintaining a manual of routines; keeping 
essential records'" and statistics; preparing reports and memoranda; keeping in 
touch with library developments by attending conferences and reading profes- 
sional literature; participating in campus activities. 

Minimum Qualifications; 

Professional: Education and experience as specified in Professional Grade 
3; good knowledge of the various systems of classification,- of the procedure 
and problems of cataloging and of the uses of catalogs, bibliographies and book 
lists; working knowledge of modern library organization, procedure, policy, 
aims and service, particularly as they relate to classification; good 
knowledge of books; reading knowledge of two or more foreign languages; . 
appreciation of the objectives and procedures of higher education. 


Personal: Accuracy; aptitude for research; good judgment; good memory;' 
initiative; intellectual curiosity; orderliness; resourcefulness; scholarli- 
ness; self-confidence; systematic methods of work; tact; ability to organize 
work; ability to train and supervise; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 



31 


Professional Grade 3 (see pp* 106-07} 


SM1CR CATALOG LIBRARIAN 
Catalog Department 

Definition of the Class of Position: 

Under supervision of the Chief Catalog Librarian or other designated^ 
authority^, to do cataloging of more than average difficulty and responsibility 
and of a character calling for the application of modern library techniques ; 
and to do such other work as may be required* 

Examples of Typical Tasks: 

Cataloging, recataloging, classifying, reclassifying, subject .heading 
and cross referencing materials of more than average difficulty including 
books, serials, documents, manuscripts, ■ prints, films, music, etc.* search- 
ing for catalog information; making master cards and adapting L.O. or other 
cards; supervising and revising the work of junior librarians and library 
clerks; assisting with the more specialised work in the department; making 
recommendations in matters of cataloging policy; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3; good knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; working knowledge 
Of modern library organisation, procedure, policy, aims end service, particu- 
larly as they relate to cataloging; good knowledge of books; reading 
knowledge of two or more foreign languages; ability to do cataloging of 
more than average difficulty; appreciation of the objectives and procedures 
of higher- education. 

Personal: -Accuracy; good, judgment; orderliness; resourcefulness; system- 
atic. methods of work; ability, to organize work; ability to follow instructions 
ability 'to train and supervise;, ability to sise up situations and people 
accurately and to get along well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 


At least that of Professional Grade 3 


i 
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Professional Grade 2 (see pp. 105-06) 


INTERMEDIATE CATALOG LIBRArilAN 
Catalog Department 


Definition of the Class of Position: 

T 'rder =up o rm'Lsinn of the Chief Catalog Librarian or other designated 
authority", to do cataloging of average difficulty end responsibility and 
of a character calling for the application of modern -library techniques; 
and to do such other work as may be required. 


Examples of Typical Tasks: 
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ws _ j_li* uj uition ; making master cards end adapting L.C. or other caras; 
a s s i s t i r g with the technical work in the department; supervising cmd 
revising the work of library clerks; keeping in touch with Library develop- 
ments bv attending conferences and reading 'professional literature; partici- 
pating in campus activities. 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional 
Grade 2; working knowledge of classification and cataloging procedures and 
problems and of the uses of catalogs, bibliographies and book Lists; knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they r elate* - to cataloging; knowledge of books; reading knowledge of 
one or more foreign languages; ability to do cataloging of average difficulty; 
appreciation of the objectives and procedures of hj.gh.er educatn-on. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; system- 
atic methods of work; ability to organize work; ability to ^follow instructions; 
ability to supervise; ability to get along well with superiors, co— workers 
and subordinates. 


Minimum Salary Schedule: 

At le^st tru do of Professional Grade £ 


i 
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Professional Grade 1 (see p. 105) 


JUNIOR CATALOG LIBRARIAN 
Catalog Department 


Definition of the Class of position: 

Under supervision of the Chief Catalog Librarian or other designated 
authority, to do simple cataloging of a character calling for the appli- 
cation of modern library techniques; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Doing simple cataloging of books and other library materials; searching 
for catalog information; making master cards and adapting L.O. and other 
cards: assisting with the technical work in the department,; supervising 
and revising the work of library clerks; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 1; knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; understanding 
of modern library organization, procedure, policy, alms and service, particu- 
larly as they relate to cataloging; knowledge of books; reading knowledge 
of one' or more foreign languages; ability to do simple cataloging; appreci- 
ation of the objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; ability to follow 

instructions; ability to supervise; .ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 


P 
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Professional Grade 1 (see p. 105) 


CIRCULATION LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the _ work 
involved in the circulation of books in a library where tnis work is non— 
departmentalized; and to do such other work as may be required. 

Examples of Typical Tasks: 

Developing the circulation procedure to meet the needs of the institution; 
assisting readers in the selection of books and in the use of the card catalog 
keeping informed on needs of faculty members and students and acquainting there 
with available material; handling overdues; handling the work with reserves 
and interlibrary loans; arranging book displays, bulletin boards and exhibits; 
supervising the work of book shelving; taking inventory; reading and appraisir 
books and other materials and making recommendations for their • acquisition; 
making recommendations anci decisions in matters of circulation policy; main- 
taining a manual of circulation routines; seeing that essential records and 
statistics are kept; preparing reports and memoranda; handling correspondence; 
keeping in touch with library developments by attending conferences and resdin 
professional literature; participating in campus activities. 

Minimum Qualifications : 

Professional: Education and experience as specified in Professional Grade 
1; working knowledge of circulation procedure and problems; knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to use catalogs, bibli- 
ographies, hook lists and indexes; knowledge of books; reading knowledge of 
one or more foreign languages; skill in the performance of circulation 
work; appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good 

judgment; orderliness; poise; resourcefulness; sense of humor; tact; ability 
to organize work; ability to follow instructions; ability to get along well 
with faculty, superiors, co-w r orkers and subordinates and. to meet the public 
pleasantly . 

Minimum Salary Schedule: 

At least that ox Professional Grade 1 


f 
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Professional Grade 2 (see pp. 105-06} 


CHIEF' CIRCULATION LIBRARIAN 
Class A Circulation Department 

Definition of the Class, of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Circulation Depart- 
ment, i.e., having a staff of 2 to 4 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 


Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the 
selection of books and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty and students and 
adjusting complaints; supervising the work with reserves and interlibrary 
loans; directing the work of book shelving and stack maintenance; supervising 
the taking of inventory; reading and appraising books and other materials 
and making recommendations for their acouisition; making recommendations and 
decisions' in matters of circulation policy; maintaining a manual of circula- 
tion routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; handling correspondence; preparing work 
schedules for the members of the staff; consulting with chiefs cf departments; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit dc corps: keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; good knowledge of circulation procedure and problems; working knowledge 
of modern library organization, procedure, policy, aims and service, par ticu- 
ag they relate to circulation work; ability to use catalogs, bibliogra- 
phies, book lists and indexes; knowledge of books; reading knowledge of one 
or more foreign languages; ability to organize and direct a Circulation Depart- 
ment; appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; cooperativeness; good judgment; initiative 
intellectual curiosity; orderliness; poise; resourcefulness; sense of humor, 
tact; ability to organize work; ability to train and supervise; ability to size 
up situations and people accurately, to get along well with faculty, superiors, 
co-^orkers and subordinates and to. meet the pujxLic pleasantly. 


Miri in niTn Salary Schedule ; : 

At least that of Professional Grade 2 



Professional Grade 3 (see pp. 106-07) 


CUTEF CIPGuL ACTION LIBRARIAN 
Glass B Circulation Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class B Circulation Depart ^ 
rent, i.e., having a staff of 5 to 8 full-time members (or their equivalent m 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tusks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they . are effectively ^ 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing chan they are assisted in tne 
selection of book? and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
■personally handling difficult situations with the faculty and students and 
adjusting complaints; supervising the work with reserves ana inter library xoans; 
directing the work of book shelving and sta.ck maintenance; supervising the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for their acquisition; making recommendations and de- 
cisions in matters of circulation policy; maintaining a manual of circulation 
routines; seeing that essential records and statistics .are kept; preparing 
reports and memoranda; handling correspondence; preparing work schedu3.es for 
the members of the staff; conducting staff meetings; consulting with chiefs 
of departments; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff 
members on their efficiency; developing the latent abilities of staff members 
and in general promoting staff esprit de corps; keeping in touch, with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 


Minimum Qualifications: 

Prof essional : Education and experience as specified in Professional Grade 
3; 'wide knowledge of circulation procedure and problems; good knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to circulation work; ability to use catalogs, bibliographies, 
book lists and indexes; good knowledge of books; reading knowledge of one or 
more foreign languages and some familiarity with the literature of these . 
languages; ability to organize and direct a Circulation Department; apprecia- 
tion of the objectives and procedures of higher education. 


Personal: Awareness of. community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly: ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 4 (see pp. 107-08) 


CHIEF CIRCOLftTION LIBRARIAN 
Class C Circulation Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate . (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Circulation Depart- _ 
ment, i.e., having a staff of 9 to 12 full-time members (or their equivalent an 
part-time) including the chief; and to do such other work as may be required. 


Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they are effectively _ 
employed; giving them directions and suggestions and aiding them with their 
difficult problems j developing the circulation procedure to meet the 
of the institution; helping readers or seeing that they are assisted an the 
selection of books and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty and students and 
adjusting' complaints; directing the work with reserves and interlibrary loans; 
directing the work of book shelving and stack maintenance; ^ directing the taking 
of inventory; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations apd decisions 
in matters of circulation policy; seeing that essential records and statistics 
are kept; preparing reports and memoranda; handling correspondence; conducting 
staff meetings; consulting with chiefs of departments; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
pefsonnel matters; rating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting stafi esprit de 
corps; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional; Education and experience as specified in Professional Grade 
4- wide knowledge of circulation procedure and problems; . broad knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to circulation work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; good knowledge of books; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; demonstrated ability to organize and direct 
a Circulation Department; understanding of the objectives and procedures of 
higher education. 

Personal* Awareness of community; capacity, for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well ‘ with faculty , superiors , co-workers and subordinates and to 
meet the public pleasantly; ability to judge personnel. 

Minimum Salary Schedule; 

At least that of Professional Grade 4 
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Professional Grade 5 (see pp. 108-09) 


r.KTF.P C1R0ULATIQK LIBRA? IAS 
Class D Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 
pVixnx Librarian . to have charge of the work of a Class D Circulation Depart- 
ment, i.e, , having a staff of 13 or more full-time members (or their equivalent 
in part-time) including the chief? and to do such ether work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they are eifectively 
employed? giving them directions and suggestions oxio. aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the 
selection of books and in the use oi the catalog? keeping informed on needs 
of faculty members and students and acquainting them with available material? 
nersonallv handling difficult situations with the faculty ana students and 
adjusting complaints; directing the work with reserves -and interlibrary loans; 
directing the work of book shelving and stack maintenance; directing the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for the ir acquisition; making recommendations and de- 
cisions in matters of circulation policy; seeing that essential records and 
statistics are kept; preparing reports and memoranda; handling correspondence; 
conducting ' staff meetings; consulting with chiefs of departments; making 
recommendations regarding appointments, promotions, transfers, salary adjust- 
ments and other personnel matters; rating staff members on their efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corps; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; broad knowledge of circulation procedure and problems; extensive knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to make the best use of 
catalogs; bibliographies, book lists and indexed; wide knowledge of books; 
reading knowledge of two or more foreign languages and familiarity with the 
literature of these languages; demonstrated ability to organize and direct a 
Circulation Department; understanding of the objectives and procedures of higher 
education. 

Personal: Awareness of community; capacity for leadership; cooperativeness; • 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly; ability to judge personnel. 

Minimum Salary Schedule: ’ 

At least taut of Proxessronal Cmae & 
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prcfc ssionrl Grade 3 (see pp. 1C6-Q7 ) 


ASSISTANT 


Class C 


CHIEF CIPCIiLATIGli LIBRABIAN 
Circulation Department 


Definition of the Class cf Position: 


Under supervision 


, r 
1 Jx 


, the Chief Circulation Librarian, to assist ^ith the 
direction of a Class C Circulati.cn Department, i.e., having a st.-l'f of 9 to 
12 full— tine members (or their equivalent in part-time) including the chiej.; 
end to do such other work as nay be recuired. 


Examples of Typical Tasks: 

Assisting in laying out arid assigning the circulation and related work; 
giving directions and suggestions to the. members of the staff and aiding them 
with t v ei-‘ difficult orobiems; assisting in developing the circulation pro- 
cedure to meet the needs of the institution; helping readers or seeing^ that 
they are assisted in the selection of books and in the use cf the catsiog; 
keeping informed on needs of faculty members and students and acou&iut-ng 
them with available material; personally handling difficult situations with 
the faculty and students and adjusting complaints; assisting^ in directing the 
work with reserves and interlicrary loans; reading . and appraising books and 
other materials and making recommendations tor their acquisition; making 
recommendations in matters of circulation policy: maintaining a manual. of 
circulation routines; keeping essential records end statistics; preparing 
reports and memoranda; preparing work schedules for the members of the staff; 
making recommendations regarding appointments, promotions, transfers, salary 
rdiustments and other personnel matters; rating staff members on their 
efficiency; keeping in touch with library developments oy attending conferences 
. and reading professional literature; participating in campus activities; 
acting as chief in the absence of that official. 


Minimum Qualifications; 

Professional; Education and experience as specified in Professional Grade 
3; wide knowledge of circulation procedure and problems; good Knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to circulation work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; good knowledge of oooks; reading 
knowledge of one or more foreign languages and some familiarity with the. 
literature of these languages; ability to organize and direct a Circulation 
Department; appreciation of the objectives and procedures of higher education. 

l 

Personal; Awareness of 'community; capacity for leadership; cooperativeness; 
good Judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to. organize work; ability to direct, 
train and supervise ; ability to size up situations and people accurately, to 
get along well with faculty, superiors , co-workers and subordinates and to meet 
the public pleasantly; ability to Judge personnel. 

Minimum Salary Schedule; 

At least that of Professional Grade o 
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Professional Grade 4 (see pp» 107-08) 


AS SI ST MT CHIEF CIBCULATIOH LIBRARIAN 
Class D Circulation Department 

Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian, _ to assist with the 
direction of a Class D Circulation Department, i.e., having a staff of 13 or 
more full-time members (or their equivalent in part-time) including the chief; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the circulation and related work; 
giving directions and suggestions to the members of the staff and aiding them 
with their difficult problems; assisting in developing the circulation pro- 
cedure to meet the needs of the institution; helping readers or seeing that 
they are assisted in the selection of books and in the use of the catalog; 
keeping informed on needs of faculty members and students and acquainting 
them with available material; personally handling difficult situations with 
the faculty and students and adjusting complaints; assisting in directing the 
work with reserves and interlibrary loans; reading and appraising books and 
other materials and making recommendations for their acquisition; making 
recommendations in matters of circulation policy; maintaining a manual of 
circulation routines; keeping essential records and statistics; preparing 
reports and memoranda; preparing work schedules for the members of the staff; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities; 
acting as chief in the absence of that official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of cirulation procedure and problems; broad knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to circulation work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; good knowledge of books; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; ability to organize and direct a Circulation 
Department; understanding of the objectives and procedures of higher education* 

Personal: Awareness of community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly; ability to judge personnel* 

Minimum Salary Schedule: 

At least that -of Professional Grade 4 
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Professional Grade 2 (see pp. 105-06) 


INTFRLIBPuARY LOIN LIBRARIAN 
Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Circulation Librarian or other designated 
authority, to have charge of interlibrary loans; and to do such ether work 
as may be reouired. 

Examples of Typical Tasks: 

Directing interlibrary loan work; preparing and putting into effective 
use procedures for lending, borrowing and returning interlibrary loan materials; 
advising with faculty members and students as to their interlibrary loan needs; 
personally handling difficult situations arising from interlibrary loans; keep- 
ing informed of the sources of interlibr&ry loans; searching union catalogs, 
bibliographies and indexes; deciding which materials should be lent or requested 
as loans and which would require photographic reproduction' for lending; sug- 
gesting purchase of available materials by the library when interlibrary loan 
seems inadvisable or is impossible; keeping necessary citation files; super- 
vising the sending of date due notices and the collecting of funds to cover 
carriage and insurance on loans and necessary replacements; making recommenda- 
tions in matters of circulation policy; maintaining a manual of routines; 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; consulting with chiefs of departments; Keeping in 
touch with library developments by attending conferences and reading pro- 
fessional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; working knowledge of interlibrary loan procedure and problems; knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate' to interlibrary loan work; ability to make the best use 
of catalogs, bibliographies, book lists and indexes; knowledge of books in- 
cluding rare materials; reading knowledge of one or more foreign languages; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
initiative; intellectual curiosity; orderliness; poise; resourcefulness; self- 
confidence; sense of humor; tact; ability to organize work; ability to train 
and supervise; ability to size up situations and people accurately, to get 
along well with faculty? superiors, co-workers and subordinates and to meet 
the public pleasantly. 

Minimum Salary Schedule; 

At least th..-t of riofcsiaoiial Grade 2 


9 
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Professional Grade 2 (see pp. 105-06) 


RESERVES lIBRAPIiiN 
Circulation Department 


Definition of the Class of Position: 

Under direction of the Chief Circuit-, t 
authority, to have charge of the Fork of 
such other work as may be required. 


ion Librarian or other designated 
the Reserves Pool: Room; and to do 


Examples of Typical Tasks: 

Laying out and assigning the work for the Reserves Book Room staff ^and see- 
ing that they ere effectively employed; developing the reserves proceo.ures to 
meet the needs of the institution; advising vdth students regarding reserves 
assignments; conferring with faculty members on their reading assignments in 
order to adapt the work in the Reserves Book Room to the instructional aims 
of the institution and to serve tho students more efiectively ; personally 
handling difficult situations and adjusting complaints; supervising the send- 
iru of overdue notices and the collecting of fines; directing the . checking of 
r&serv 6 s lists 5 displaying for studorvt roXoronco H 10 lists of nssignod r 6 cid— 
ing under departments and course numbers; organizing ana supervising reserves 
routines; making recommendations in matters of circulation policy; maintain- 
ing a manu al of reserves routines; keeping essential records and statistics; 
preparing reports and memoranda; consulting with chiefs of departments; mak- 
ing recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their ef- 
ficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 1 

Professional; Education end experience as specified in Professional Grade 
2 ; good knowledge of circulation procedure and problems; working knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to reserves' work; familiarity with the types of reserves 
assignments and their educational implications; knowledge of books used for 
reserves reading; reading knowledge of one or more foreign languages; appreci- 
ation of the objectives and procedures o.f higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment 
initiative; intellectual, curiosity; orderliness; poise; resourcefulness; self- 
confidence; sense of humor; tact; ability to organize work; ability to train 
and supervise; ability to size up situations and people accurately, to get 
along well with faculty, superiors, c'o-workers and subordinates and to meet 
the public pleasantly. 


Minimum Salary Schedule: 


it least th-'.t of Professional Grade i 
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Professional Grade 1 (see p. 105) 


SUPERVISING LIBRARIAN OF STACKS 
Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Circulation Librarian or other designated 
authority, to have charge of stack work; and to do such other work as may 
be required. 

Examples of Typical Tasks: 

Laying out and assigning the work of the stack clerks and seeing that they 
are effectively employed; giving them directions and suggestions, aiding them 
with their difficult problems and revising their work; formulating and a&minis- 
tering stack policies, rules and regulations; advising with readers at the 
stack desk; charging and discharging books at the stack desk; assigning stack 
carrels; issuing stack permits; directing the work of book shelving and stack 
maintenance; planning reshelving and other stack reorganization; supervising 
the taking: of inventory; maintaining a manual of stack routines; keeping 
statistics; preparing reports and memoranda; preparing work schedules for 
the members of the staff; making recommendations regarding appointments, 
promotions, transfers, salary adjustments and ether personnel matters; rating 
staff members on their efficiency; keeping in touch with litre rv developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1; working knowledge of circulation procedure and problems; knowledge of 
modern library organisation, procedure, policy, aims and service, particularly 
as they relate to circulation work; knowledge of books; reading knowledge cf 
one or more foreign languages; appreciation of the objectives and procedures 
of higher education. 

Personal: Accuracy; alertness; capacity for detail; cooperativeness; good 
judgment; initiative; orderliness; patience; poise; resourcefulness; self- 
confidence; sense of humor; tact; ability to organize work; ability to train 
and supervise; ability to size up situations and people accurately, to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 

Minimum Salary Schedule: 

Ac least that of Pr efeeru rn.,1 Ox ace 1 


i 



professional Grade 3 (see pp. 106—07) 


44 


SEMIQR CIRCULATION LIBRA? IAN 
Circulation Department 


Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian or other designated 
authority, to do circulation work of more than average ^difficulty and 
responsibility and of a character calling for the application of modexn 
library techniques; and to do such other work as may be required. 


Examples of Typical Tasks: 


Assisting readers in making effective use of library facilities by 
answering their questions and helping them to make use ox the card catalog, 
arranging book displays, bulletin boards and exhibits; giving book talks; 
compiling lists and bibliographies; reading and appraising books and ether 
materials and mak ing recommendations for their acquisition; assisting with 
the more specialized work in the department; making recommendations in matters 
of circulation policy: supervising and revising the work of junior librarians 
and library clerks; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 3> w ide knowledge of circulation procedure and problems; good knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; good kno?;ledge of books; reading 
knowledge of one or more foreign languages end some familiarity with the 
literature of these languages; ability to do circulation work of mere than 
average difficulty; appreciation of the objectives and procedures of higher 
education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
orderliness; poise; resourcefulness; sense of humor; tact; ability to follow 
instructions; ability to train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co— workers 
and' subordinates, end to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 3 


9 
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Professional Grade 2 (see pp. 105-06) 


INTERMEDIATE CIRCULATION LIBRARIAN 
Circulation Department 


■Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian or other designated 
authority, to do circulation -work of average difficulty and responsibility 
an d of a character calling for the application of modern library techniques; 
and to do such other -work as may be required. 


Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by answer- 
ing their questions and helping them to make, use of the card catalog; assist- 
ing in the 'preparation of reading lists; assisting with the technical work 

of the department; helping, when necessary, with circulation routines, such 
as handling overdues and reserves, charging and discharging books and taking 
inventory; supervising and, revising the work of library clerks; keeping in 
touch with library developments by attending conferences and reading pro- 
fessional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education' and experience as specified in Professional 
Grade 2; good knowledge of circulation procedure and problems; working 
knowledge of modem library organization, procedure, policy, aims and 
service, particularly as they relate to circulation work; knowledge of 
boqks; reading knowledge of one or more foreign languages; ability to do 
circulation work of average difficulty; appreciation of the objectives and 
procedures of higher education. 


Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; ^ 
resourcef uln ess; sense of humor; tact; ability to follow instructions; ability 
to supervise; ability to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 


9 
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professional Grade 1 (see p. 105) 


JUNIOR CIRCUIT TTON LIBRARIAN! 

Circulation Department 

Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian or other desif^nated 
authority, to do simple circulation work of a character calling for the 
application of modern library xechtiicuesj and to do such other work as may 
be t -3c- uired . 

Examples of Typical Tasks: 

Assisting reader's in making effective use of library facilities by answer- 
ing their cues t ions and helping them to make use of the card catalog; assist- 
ing with the technical work of the department; helping, when necessary, with 
circulation routines, such as- handling overdue s and reserves, charging and 
discharging bocks and taking inventory; supervising and revising the work of 
library clerks ; keeping in touch with library developments by attending 
conferences .and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

’ Prof essional: Education and experience as specified in Professional Grade 
1; working knowledge- of circulation procedure and problems: knowledge of 
modern library organisation, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; knowledge of bocks; reading knowledge 
of one or more foreign languages; ability to do simple circulation work; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 
resource fulness; tnet; ability to follow instructions; ability to supervise; 
ability to get along well with faculty, superiors, co-workers and subordinates 
and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 


i 
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Professional Grade 2 (see pp. 105-06) 


OBDER. LIBRARI AN 


Definition of the Class of Position: 


Under supervision of the Chief Librarian, to have. charge of the order 
work in a library where this work is nondepartmentalized; and to do such 
other work as may be recuired. 


Examples of Typical Tasks: 

Developing the order procedure to meet the needs of the institution: 
ordering books and other printed materials; obtaining order data from bibli- 
ographical tools; handling orders and shipments; supervising or handling 
processing details; interviewing publishers' representatives; handling the 
acquisition and disposition of gifts; checking bibliographies, auction and 
second-hand catalogs; accessioning books; ordering L.C. and other cards; 
reading and appraising books and other materials and making recommendations 
for their acquisition; making recommendations and decisions in matters ol 
ordey policy; maintaining a manual of order routines; seeing that essential 
records and statistics are kept; preparing reports and memoranda; handling 
correspondence; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional 
Grade 2; good knowledge of order procedure and problems; working . knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; knowledge of library materials, especially 
books, book markets, editions, publishing standards, publishers' output, 
prices and discounts, copyright and customs laws and regulations insofar as 
they relate to books; reading knowledge of one or more foreign languages; 
skill in the performance of order work; appreciation of the objectives and 
procedures of higher education. 


Personal: Accuracy; good judgment; orderliness; resourcefulness; ability 
to organize work; ability to follow instructions; ability to get along well 
with superiors, co-workers and subordinates. 


Minimum - Salary Schedule : 


■At least that of Professional Grade 2 



Professional Grads 3 (see pp. 106 - 07 ) 


CHIEF ORDER. LIBRARIAN 
Glass A Order Department 


Definition of the Glass of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Order Department, 
i.e. , Levins - a staff of 2 to 4 - full- -tune 12011100173 t^or their equivalent in^ 
part-time) including the chief * and to do such other work as mG.y be required • 

Examples of Typical Tasks: 

Laying out and assigning the order and related work for the members of 
the Order Department staff and seeing that they are effectively ^ employ ed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the order procedure to meet the needs of the institution; 
discussing with faculty end instructional departments departmental needs 
and opportunities for book acquisition; ordering books and ether ^ printed 
materials; participating in the preparation ox book budgets; administering 
the funds within the limits of the book budget; dealing with representatives .. 
cf the book trades — foreign book agents, book jobbers, private owners and 
auction houses: organizing 'and directing the acquisition and disposition of 
gifts, exchanges and duplicates; checking bibliographies, auction and second-r 
hand catalogs; supervising bibliographic searching; supervising accessioning; 
supervising the ordering of L-C. and other cards;- reading and appraising books 
and other materials and making recommendations for their acquisition; making 
recommendations and decisions in natters of order policy; maintaining a 
manual of order routines; seeing that essential records and statistics are 
kept; preparing reports end memoranda.; handling correspondence; consulting 
with chiefs of departments; making recommendations regarding appointments,' 
promotions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit, de corps; keeping in touch 
with library developments by attending conferences and reading professional 
literature; participating in campus activities* 

Minimum Qualifications: 

* 

Professional: Education and experience as specified in Professional Grade 
3 ; wide knowledge of order procedure and problems; good knowledge of modern 
library organizo.tion, procedure, policy, aims and service, particularly as 
they relate to order work; ability to devise efficient order methods; good 
knowledge of library materials, especially books, book markets, editions, 
publishing standards, publishers 1 output, prices and discounts, copyright 
and customs laws and regulations insofar as they relate to books; reading 
knowledge of two or more foreign languages; ability to^ organize and direct 
an Order Department; appreciation of the objectives and procedures of higher 
education . 

Personal: Accuracy; business acumen; capacity for detail; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness; 
resourcefulness; ability to organize work; ability to direct, train and 
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supervise; ability to size up situations and people accurately and to get along 
well with faculty, superiors, co-workers and subordinates; ability to judge 
personnel* 

Minimum Salary Schedule: 

ht least that of Professional Grade 3 
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Professional Grade 4 (see pc* 107 OS) 


CHIEF ORDER LIBRARIAN 
Class B Order Department 


Definition of the Class of Position: 

Under direction ox the Chief Librarian or the Associate (ox- Assistant) 
Chief Librarian, to have charge o? the work of a Class B Order Department, 
- o hov'ng a staff of 5 or more full-time members (or their equivalent 
impart- time) including the chief; and to do such other work as may be 


ream: 




Examples of Topical Tasks: 

Laying out and assigning the order and related work ^for^ the members of 
the Order Department, staff and seeing that they are effectively^ employed;^ 
giving them directions and suggestions ‘and ailing them with their dij.ficuit 
problems; developing the order procedure to meet the needs of tiie institution; 
discussing with faculty and instructional departments departmental needs 
and opportunities for book acquisition; ordering books and other printed 
materials; participating in the preparation of book budgets; administering 
the funds within the limits of the book budget; dealing with representatives 
of the- book trades— foreign book agents, book jobbers, private owners _ and 
auction houses; organising and directing the acquisition and disposition of 
gifts, exchanges and duplicates; checking bibliographies, auction and second- 
hand catalogs; supervising bibliographic searching; supervising accessioning; 
supervising the ordering of L.C. and other cards; reading and appraising books 
and other materials and ranking recommendations for their acquisition; making 
recommendations and decisions in matters of order policy; maintaining a 
manual of order routines; seeing that essential records and statistics are 
kept; preparing reports and memoranda; handling correspondence; consulting 
with chiefs of departments; making recommendations regarding appointments, 
promotions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; keeping in touch 
with library developments by attending conferences and reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of order procedure and problems; broad knowledge of modern 
library organization, procedure, policy, aims end service, particularly as 
they relate to order work; ability to devise efficient order methods; good 
knowledge of library materials, especially books, book markets, editions, 
publishing standards, publishers' output, prices and discounts, copyright 
and customs laws and regulations Insofar as they relate to books; reading 
knowledge of two or more foreign languages and sufficient familiarity with 
at least one more to make effective use of national bibliographies; ability 
to organize and direct an Order Department; understanding of the objectives 
and procedures of higher education. 

Personal: Accuracy; business acumen; Capacity for detail; capacity for 
leadership^ good judgment; initiative; intellectual curiosity; orderliness; 
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resourcefulness; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and peopls accurately and to get 
along well with faculty, superiors, co-workers and subordinates; ability to 
judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 4 



Professional Grade 3 (see pp. 106-07) 


GIFTS AND EXCHANGES LIBEAPIAN 
Order Department 

Definition of the Class of Position: 

Under direction of the Chief Order Librarian, to have charge of the 
handling of gifts and exchanges; and to do such other work as may be 
required. 

Examples of Typical Tasks: 


Planning and organizing the work of gifts and exchanges; checking in gifts 
and exchanges; building want lists; building lists of duplicates; claiming 
missing numbers of exchanges; arranging new exchanges; making recommendations 
in matters of order policy; maintaining a manual of routines; keeping essential 
records and statistics; preparing reports and memoranda; handling correspond- 
ence relating to exchanges; keeping in touch with library developments by at- 
tending conferences and reading professional literature; participating in 
campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; wide knowledge of gifts and exchanges procedure and problems; good knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to gifts and exchanges work; good knowledge of books; 
reading knowledge of two or more foreign languages; appreciation of the -ob- 
jectives and procedures of higher education. 

Personal: Accuracy; business acumen; capacity for detail; good judgment; 
initiative; intellectual curiosity; orderliness; resourcefulness; self- 
confidence; systematic methods of work; ability to organize work; ability 
to train and supervise; ability to size up situations and people accurately 
and to get along well with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 3 (see pp. 106-07) 


SENIOR ORDER LIBRARIAN 
Order Department 

Definition of the Class of Position: 

Under supervision of the Chief Order Librarian or other designated 
authority, to do order ?/ork of more than average difficulty and responsi- 
bility and of a character calling for the application of modern library 
techniaues; and to do such other work as may be required. 

Examples of Typical Tasks: 

Handling the more difficult or important order matters; ordering books 
and other printed materials; handling gifts, exchanges and continuations; 
searching for out-of-print items; checking bibliographies, auction and second- 
hand catalogs; reading and appraising books and other materials and making 
recommendations for their acouisition; handling correspondence; supervising 
and revising the work of junior librarians and library clerks; assisting 
with the more specialised work in the department; making recommendations in 
matters of order policy; keeping in touch with library developments by 
attending conferences and reading professional literature; participating in 
campus activities. 

Minimum Qtialif ications: 

Professional; Education and experience as specified in Professional 
Grade 3; wide knowledge of order procedure and problems and of the uses of 
catalogs, bibliographies, book lists and indexes; good knowledge of modern 
library organisation, procedure, policy , aims and service, particular]^ as 
they relate to order work; good knowledge of library materials, especially 
books, book markets, editions, publishing standards, publishers* output, 
prices and discounts, copyright and customs laws and regulations insofar as 
they relate to books; reading knowledge of two or more foreign languages; 
ability to do order work of more than average difficulty; appreciation of 
the objectives and procedures of higher education. 

Personal: Accuracy; business acumen; good judgment; orderliness; 

resourcefulness; systematic methods of work; ability to organize work; 
ability to follow instructions; ability to train and supervise; ability 
to size up situations and people accurately and to get along well with 
superiors, co— workers and subordinates* 

Minimum Salary Schedule: 


At least that of Professional Grade 5 


# 
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Professional Grade 2 (seepp. 105-06) 


INTERMEDIATE ORDER LIBRARIAN 
Order Department 

Definition of the Glass of Position: 

Under supervision of the Chief Order Librarian or other designated 
authority, to do order work of average difficulty and responsibility e-nd 
of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Handling order work of average difficulty; ordering books and other 
printed materials; handling gifts, exchanges and continuations; claiming 
missing issues of periodicals; searching for out— oi— print items; reading 
and appraising books and other materials and making recommendations for 
their acquisition; assisting with the technical work in the department; 
supervising and revising the work of library clerks; keening in touch 
with library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in. Professional 
Grade 2; good knowledge of order procedure and problems and of the uses of 
catalogs, "bibliographies, book lists ana indexes; working knowledge of ^ 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; knowledge of books; reading knowledge 
of one or more foreign languages; ability to do order work of average 
difficulty; appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; systematic 
methods cf work; ability to organize work; ability to follow instructions; 
ability to supervise; ability to get along well with superiors, co-workers 
and subordinates. 

Minimum Salary Schedule: 

At least that of Professional Grade 2 


» 



Professional Grade 1 (see p. 105) 


JUNIOR ORDER LIPPARIAU 
Order Department 

Definition of the Class of Position: 

Under supervision of the Chief Order Librarian or other designated authority, 
to do simple order work of a character celling for the application of modern 
library techniques; and to do such other work as may be required. 

Examples of Typical Tasks: 

Handling simple order items; searching records for books reouested; search- 
ing for bibliographical information on current books; ordering L.G. and . 
other cards; claiming missing issues of periodicals; reading. and appraising 
books and other materials and making recommendations for their acquisition; 
assisting with the technical work in the department; supervising and revising 
the work of library clerks; keeping in touch with library developments ty. 
attending conferences and reading professional literature; participating in 
campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1; working knowledge of order procedure and problems and of the uses of 
catalogs, bibliographies , booklists and indexes; knowledge of modem library 
organization, procedure, policy, aims and service, particularly as they 
relate to order work; knowledge of books; reading knowledge of one or more 
foreign languages; ability to do simple order work; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; good, judgment; orderliness; resourcefulness; ability 
to follow instructions; ability to supervise; ability to get along well with 
superiors, co-workers snd subordinates. 

Minimum Salary Schedule: 

At least that of Professional Grade 





Professional Grade 2 (see pp. 105-06) 


REFERENCE- LIBRA? UN 


Definition of the Class of position: 


Under supervision of the Chief 
work in a library where this work 
work as may be required. 


Librarian, to have charge of the reference 
is nondepartmentalisedj and to do such other 


Examples of Typical Tasks: 

Giving reference service to students and faculty; developing the reference 
procedure and materials to meet the needs of the institution; consulting with 
faculty and instructional departments on reference needs in their particular 
fields; giving or supervising instruction in the use of the library; arrang- 
ing for the reproduction of research materials; compiling indexes, lists and 
bibliographies ; reeding and appraising books and other materials and making 
recommendations for the ir acquisition; making recommendations end decisions 
in matters of reference policy; maintaining s. manual of reference routines; 
seeing that essential records and statistics are kept; preparing reports 
and memoranda ; handling correspondence; keeping in touch with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grc.de 
2; working knowledge of reference procedure- and problems; knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to reference work; ahiiitjr to make the best use of catalogs, 
bibliographies, book lists and indexes; knowledge of books and other reference 
materials; reading knowledge of one or more foreign languages; skill in the 
performance of reference work; teaching ability; appreciation of the objectives 
end procedures' of higher education. 

Personal: Accuracy; awareness of community: cooperativeness; good judgment; 
intellectual curiosity; orderliness; poise; resourcefulness; sense of humor; 
tact; ability to organize work; ability to follow instructions; ability to get 
along well with faculty, superiors-, co-workers and suboi'dinates and to meet 
the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 106-07) 


CHIEF REFERENCE LIBRARIAN 
Class A Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Reference Department, 
i.e., having a staff of 2 to 3 full-time members (or their equivalent in part- 
time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faeulb 3 T end instructional depart- 
ments on reference needs in their particular fields; handling difficult or 
important reference matters., especially for the faculty and graduate students; 
giving or supervising instruction in the use of the library; directing the 
work of the reference, bibliography, documents and periodicals reading rooms 
and any other reading rooms und.er the jurisdiction of the Reference Department; 
arranging for the reproduction of research materials; compiling indexes, lists 
and bibliographies; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations and decisions in 
matters of reference policy; "maintaining a manual of reference routines; seeing 
that essential records and statistics are kept; preparing reports and memoranda 
handling correspondence; preparing work schedules for the members of. the staff; 
consulting with chiefs of departments; making recommendations regarding appoint 
men to , promotions, transfers, salary adjustments and other personnel matters; 
rating staff members on their efficiency; developing the latent abilities of 
staff members and in general promoting staff esprit de corps; keeping in 
touch with library developments by attending conferences and reading profes- 
sional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Edxication and experience as specified in Professional 

Grade 3; eood knowledge of reference procedure and problems; working 
knowledge of modern library organization, procedure, policy, rims and service, 
particularly as they relate to reference work; ability to make the best use 
of catalogs, bibliographies, book lists end indexes; good knowledge of books 
and other reference materials ; reading knowledge of one or more foreign 
languages and some familiarity with the literature of these languages; ability 
to organize and direct a Reference Department; teaching ability; appreciation 
pf the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; good judgment; 
initiative; intellectual curiosity; orderliness; poise; resourcefulness; 
scholarliness; self-confidence; sense of humor; tact; ability to organize 
work* ability to train and supervise; ability to size up situations and 
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people accurately, to get along -sell with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of °rof esticn-1 Gra^e 5 
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Professional Grade 4 (see pp. 107-03) 


CHIEF REFERENCE LIBRA? IAN 
Class B Reference Department 

Definition of the Class of Position: 


Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class B Reference Department, 
i.e., having a staff of 4 to 5 full-time members (or their equivalent in part- 
time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Lay in g out and assigning the reference end related work for the members 
of -the Reference Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with ^ their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; • consulting with faculty and^ instructional depart- 
ments on reference needs in their particular fields; handling difficult or 
important reference matters, especially for the faculty and graduate students; 
giving or supervising instruct!. on in the use of the library; directing the 
work of the reference, bibliography, documents and periodicals reading rooms 
and any other reading rooms under the jurisdiction of the Reference Department; 
arranging for the reproduction of research materials; compiling indexes, lists 
and bibliographies; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations and decisions in 
matters of reference policy; maintaining a manual of reference routines; seeing 
that essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; preparing work schedules for the members of the sta ; 
conducting staff meetings; consulting with chiefs of departments; making 
recommendations regarding appointments, promotions, transfers, _ salary adjust- 
ments and other personnel matters; rating staff members on their efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corns; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

4; wide knowledge of reference procedure and problems; good knowledge of 
modern library organization, procedure, policy, aims and service, particular y 
as they relate to reference work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; good knowledge of books and other 
reference materials; reading knowledge of two or more foreignlanpages and 
some familie rity with the literature of these languages; ability to organize 
and direct a Reference Department; teaching ability; understanding of the 
objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness; 
noise* resourcefulness; scholarliness; self-confidence; sense of humor; tact; 
SiKty to SUSe work; ability to direct, train and supervise; ability to 
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size up situations and people accurately, to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly; 

ability to judge personnel. 

Minimum Salary Schedule: 
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Professional Grade 5 (see pp. 108-09) 


CHIEF REFERENCE LIBRARIAN 
Class C Reference Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Reference Department, 
i.e., having a staff of 6 or more full-time members (or their equivalent in 
part-time) Including the chief; ?nd to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff end seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and instructional depart- 
ments on reference needs in their particular fields; handling difficult or 
important reference matters, especially for the faculty and graduate students; 
giving or supervising instruction in the use of the library; directing the 
work of the reference, bibliography , documents and periodicals reading rooms ^ 
and any other reading rooms under the .jurisdiction of the Reference Department; 
arranging for the reproduction of research materials; compiling indexes, lists 
and bibliographies; reading and appraising books end other materials and making 
recommendations for their acquisition; making recommendations and decisions 
in matters of reference policy; seeing that essential records and statistics 
are kept; preparing reports and memoranda; handling correspondence; conduct- 
ing staff meetings; consulting with chiefs of departments; making recommenda- 
tions regarding appointments, promotions, transfers, salary adjustments and 
other personnel matters; rating staff members on their efficiency; developing 
the latent abilities of staff members and in general promoting staff esprit 
<5e corps; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

5; wide knowledge of reference procedure and problems; broad knowledge ox 
modem library organisation, procedure, policy, aims and service, particu 
larlr as they relate to reference work; ability to make the best use o 
catalogs, bibliographies, book lists and indexes; wide knowledge of books 
and other reference materials; reading knowledge of two or more foreign 
languages and some familiarity with the literature of these languages; 
demonstrated ability to organise and direct a Reference Department teaching 
ability; understanding of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity _ for 

leadership* good judgment; initiative, intellectual curiosity; orderliness; 

scholarlinessj self-ooafidence; sens, of humor- tact; 
ability to organize work; ability to direct, train and supervise; ability to 
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?;ell 7 r itb faculty, 
publ i c pleasan tly ; 

Minimum Salary Schedule : 

At- lease th. o ox lot jstiionai o 


size uu situations and people accuiatel y, to got along 
superiors* co- workers and subordinates and to meet the 
ability to judges personnel* 
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Professional Grace 4 (see pp. 107-08) 


AS3ISTMT CHIEF REFERENCE LIBRARIAN 
Claes C Reference Department 

Definition of the Class of Position: 

Under supervision of the Chief Reference Librarian, to assist with the 
direction of a Class C Reference Department, i.e., having a staff of 6 cr 
more full-time members (or their equivalent in part-time) including the 
chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the reference and related work; _ giving 
directions end suggestions to the members of the staff and aiding them with 
their difficult problems; assisting in developing the reference procedure and 
materials to meet the needs ox the institution; consulting with faculty and 
instructional departments on reference needs in their particular fields; 
handling difficult or important reference matters, especially for the faculty 
and graduate students; giving or supervising instruction in the use of the 
library; assisting in directing the work of the reference, bibliography, 
documents and pex’iodicals reading rooms and any other reading rooms under 
the jurisdiction of the Reference Department; arranging for the reproduction 
of research materials; compiling indexes, lists and bibliographies; reading^ 
and appraising books and other materials and making recommendations for their 
acquisition; making recommendations in matters of reference policy; maintaining 
a manual of reference routines; preparing reports and memoranda; preparing 
work schedules for the members of the staff; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities; acting as chief in the absence of that 
official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of reference procedure and problems; good knowledge of modern 
library organization, procedure, policy, aims and service, particularly as they 
relate to reference work; ability to make the best use of catalogs, bibli- 
ographies, book lists and indexes; good knowledge of books and other reference 
materials ; reading knowledge of two or more foreign languages and some 
familiarity with the literature of these languages; ability to organize and 
direct a Reference Department; teaching ability; understanding of the 
objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community: capacity # for 
leadership; good iudgment; initiative; intellectual curiosity; orderliness; 
poise; resourcefulness; scholar liness ; self-confidence; sense of humor; tact; 
ability to organize work; ability to direct, train and supervise; ability to 
size up situations and people accurately, to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly , 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 4 



Professional Grade 3 (see pp. 106-07) 


ARCHIVIST 

P.eference Department 


Definition of the Class of Position: 

Under direction of the Chief Reference Librarian, to have charge of non- 
current college records, off-camous public records not provided ^or xn the 
documents collection, manuscript material of local interest and faculty and 
alumni publications; and to do such other work as may De required. 


Examples of Typical Tasks: 

Planning and organizing the work; acquiring and preparing material suita- 
ble for the colleee archives; carrying on bibliographic and research projects; 
handling gifts and exchanges; answering reference questions; maintaining a 
manual of routines; keeping essential records and statistics;^ piep-uing xepoxts 
and memoranda; handling correspondence; consulting with chieis of departments; 

in touch with library developments by attending conferences and reading 
professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3, education to include training in historiography; working knowledge of 
modern library organization, procedure, policy, aims and service, particu— . 
larly a 3 they relate to work with archives; good knowledge of. books, materials 
and subject matter covered by the collection; sufficient foreign language, 
background to be able to interpret collection; appreciation of the objective® 
and procedures of higher education. 

Personal: Accuracy; aptitude for research; awareness of community; good 
judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; scholarliness; self-confidence; sense of humor; systematic methods 
of work; tact; ability to organize work; ability to train and supervise; 
ability to size up situations and people accurately, to get along well with 
faculty, superiors, co-workers and subordinates and to meet the public 
pleasantly. 


Minimum .Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 3 (see pp. 106-07) 


DOCUMMTS LIBRARIAN 
Reference Department 


Definition of the Class of Position: 

Under direction of the Chief Reference Librarian, to hare charge of gov- 
ernment publications; and to do such other work as may be reauired. 

Examples of Typical Tasks: 

Planning and organising the work; selecting and acquiring government 
publications; assisting in classification and cataloging of documents; chec 
ing government document indexes end bibliographies; answering reference qu s- 
tions involving government publications; making recommendations in matters. oi 
JofSeSI pSSyfaaintniniig a manual of routines; keeping essentual records 
and statistics; preparing reports ana memoranda; handling correspondence re- 
Sting to docments^ consulting with chiefs of departments; keeping yi touch 
withUtaaSy developments by attending conferences end reading proiessionJ. 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3, education to include special preparation in government P^lieatmns, work 
ing knowledge of modern library organisation, procedure, of 

service, particularly as they relate to documents work; good knowledge ox 
other sources in the special field; reading knowledge of one or 
Sf SnKSes; Sprpolallon of the objectives end procedures of 

higher education* 

Personal: Accuracy; awareness of community; good judgment; initiative; 

intellectual curiosity; orderliness; poise; resourcefulness, sel , . ’ 

'Tvstematic methods of work; tact; ability to organize work; ability to tram 
£1 suner?ise ability to size un situations and people accurately, to get 
So4 SeU with fichty, superiors, co-workers end subordinates and to meet 

the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 3 (see pp. 106-07) 


SEuIQP RlFEllMOF. IIBRUiPIAN 
■Reference Department 


Definition of the Class of Position: 


Under supervision of the Chief Reference librarian or othei designated 
authority, be do reference work of more than average difficulty and responsi- 
bility and of a character Celling for tne nppJ.icc.tion ox moo.srn library 
teehnicues; and to do such ot.hc.-r work as .my oe required. 


Examples of Typical Tasks: 

Handling the more difficult or important reference matters, especially 
for faculty or graduate students; reading and appraising books and other 
materials and miking recommendations for their acquisition; giving instruction 

phe use of the library ; supervising the work of the reference, bibliography, 
documents and periodicals reading rooms and any other rooms under the 
jurisdiction of the Deference Department; compiling indexes, lists s.nd 
bibliographies; assisting with the more specialized work in tne* department; 
making "recommendations in matters of reference policy; keeping in . touch with 
library developments by attending conferences and reading professional liter- 
ature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; good knowledge of reference procedure and problems end of the uses of 
catalogs, bibliographies, book lists and indexes; working knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to reference work; good knowledge pf books and other reference 
materials; reeding knowledge of one or more foreign languages and some 
familiarity with the literature of these languages; ability to do reference 
work of more than average difficulty; teaching ability; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good 
judgment; intellectual curiosity; orderliness; poise; resourcefulness; 
sense of humor; tact; ability to. follow instructions; ability to supervise; 
ability to size up situations and people accurately, to get dong well 
with faculty, superiors, co- ,r *orkers and subordinates and to meet the 
public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade S 
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professional Grade 2 (see pp. 105-06) 


INTERMEDIATE REFERENCE LIBRARIAN 
Reference Department 

Definition of the Class of Position: 

Under supervision of the Chief Reference Librarian or ether designated 
authority, to do reference work of average difficulty and responsibility and 
of a character calling for the application of modem library techniques; and 
to do such other work as may be required. 

Examples of Typical Tasks: 

Handling reference matters of average difficulty; giving instruction in 
the use of the library; working in the reference, bibliography, ^documents 
and periodicals reading rooms and any other rooms under the jurisdiction 
of the Reference Department; compiling indexes, lists and bibliographies; 
assisting with the technical work in the department; keeping essential 
records and statistics; supervising and revising the work of library clerks; 
keeping in touch with library developments by attending coni erences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; working knowledge of reference procedure and problems and of the uses of 
catalogs, bibliographies, book lists and indexes; knowledge cf modern library 
organisation, procedure, policy, aims and service, particularly as they 
relate to reference work; knowledge of books arid other reference materials; 
reading knowledge of one or more foreign languages; ability to do reference 
work of average ^difficulty ; teaching ability; appreciation of the objectives 
and procedures of higher education. 

Personal: Accuracy; cooperativeness ; good judgment; intellectual curiosity 

orderliness ; poise; resourcefulness; sense of humor; tact; ability to follow 
instructions; ability to supervise; ability to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly. 

I 

Minimum Salary Schedule: 

at least that of Professional arade 2 
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professional Grade 1 (see p.105) 


JUNIOR REFERENCE LIBRARIA N 
Reference Department 


Definition of the Glass 


of position: 


Under supervision of 
authority, to do simple 
cation of modem library 


the Chief Reference Librarian or other designated 
reference work of a character call mg for the appli— 
techniquesj and to do such other work as may be 


required. 

Examples of Typical Tasks; 


Handling simple reference matters; assisting in the y/orlc of the reference, 
bibliography, documents and periodicals rooms and any other rooms under tne 
Jurisdiction of the Reference Department; assisting in compiling indexes, 
lists and bibliographies; assisting with the technical work in the department; 
supervising and revising the work of library clerks; keeping in touch with 
library developments by'" attending conferences and reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
p. knowledge of reference procedure and problems and of the uses of catalogs, 
bibliographies, book lists and indexes; understanding of modern library 
organization, procedure, policy, aims and service., particularly as they 
relate to reference work; knowledge of books and other reference materials; 
reading knowledge of one or more foreign languages; ability to do simple 
reference work; teaching ability; appreciation of the objectives and pro- 
cedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; intellectual 
curiosity; oi'deriiness ; poise; resourcefulness; tact; ability to ioxlow 
instructions; ability to supervise; ability to get along well with faculty, 
superiors, co— workers and. subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 1 
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Professional Grade 2 (see pp. 105-06) 


A UTDIO-VISUAL LIBRARIAN 


Definition of the Glass of Position: 


Under direction of the Chief Librarian or other designated authority, to 
have charge of the acquisition, organisation end disseir.inr.tion of audio-visual 
aids and equipment; and to do such other work as may be required. 


Examples of Typical Tasks: 


Planning the materials and equipment to be purchased or rented, in confer- 
ence with the teachers; making community contacts; attending teachers meetings; 
keeping informed on needs of faculty members and students and acquainting them , 
with available material; organising the materials for efficient and effective 
use; planning a distribution system which will enable teachers to have equip- 
ment and materials at specified hours; keeping equipment in good condition and 
performing minor repairing; checking audio-visual lists for desirable items; 
reporting desirable radio programs; assisting in planning film strips, slides, 
recordings for instructional use; taking inventory: maintaining a manual of 
routines; keeping essential records and statistics; preparing reports and^ 
memoranda; consulting with chiefs of departments; keeping _ in touch with library 
developments by attending conferences snd reading professional literature; 
participating in campus activities. 


Minimum Qualifications : 


Professional: Education and experience as specified in Professional Grade 

2; familiarity with modern library organization, procedure, policy, aims and 
service; thorough knowledge of audio-visual equipment and materials; knowledge 
of books; rea din g knowledge of one or more foreign languages; appreciation oi 
the objectives and procedures of higher education. 


Personal: Awareness of community; good judgment; initiative; intellectual 

curiositv; orderliness; poise; resourcefulness; self-confidence; tact; abi l y 
to organize work; ability to train and supervise; ability to _ size up situations, 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 


» 



Professional Grade 3 (see pp. 106-07) 


BROWSING ROOM LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority , . to _ 
have charge of a browsing room; and to do such other work as may be required 


Examples of Typical Tasks: 

Planning and organizing the work of the Browsing Room; making community 
contacts; helping readers to find books they will enjoy reading; personally 
handling difficult situations with the faculty and stuaents and . adjusting 
complaints; organizing and conducting book discussion groups; giving book 
talks; studying the reading interests of groups within the institution, ^ _ 
kee'pin^ well informed on campus and general events; charging and dxschargxng 
books and handling waiting lists; supervising the work of book shelving nnn 
stack maintenance; taking inventory; reading and appraising boorts anu. other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; consulting with chiefs of departments ; keep- 
ing in touch with library developments by attending conferences and reading 
professional literature;' participating in campus activities. 


Minimum Qualifications: 

Professional: Fducation and experience as specified in Professional Grade 

3; understanding of modern library organization, procedure, policy, aims and 
service; wide knowledge of good books and an enthusiastic desire to encourage 
the reading of them; reading knowledge of one or more foreign languages 
and some familiarity with the literature of these languages; ability to speak 
in public; appreciation of the objectives ?.nd procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of humor; tact; abili- 
ty to organize work; ability to direct, train and supervise; ability to size up 
situations and people accurately, to get along well with faculty, superiors, 
co-workers and subordinates and to meet the public pleasantly . 


Minimum Salary Schedule: 

At least that of Professional Grade 3 
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Professional Grade 3 (see pp. 106-07) 


IEPzRTIOTAL LIPEAPIAN 


Definition of the Class of Position: 

Cinder direction of the Chief Librarian or other designated authority, to 
have charge of a departmental library when the collection is housed inside 
or outside the central library building; and to do such other work as may be 
reouired. 

Examples of Typicol Tasks: 

Planning and organising the library service; making community contacts; 
helping readers or seeing that they are assisted in the selection of books 
and in the use of the catalog; keeping informed on needs of faculty members 
and students and acquainting them with available material; personally 
handling difficult situations with the faculty and students and adjusting 
complaints; building the collection by selection of books and periodicals 
in the subject field; supervising the circulation of books; answering refer- 
ence questions; compiling Indexes, lists and bibliographies; arranging for 
the reproduction of research materials; supervising the work of book shelving 
and stack maintenance; reading and appraising books and other materials and 
making recommendations for their acquisition; maintaining a manual of routines; 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; preparing work schedules for members of the staff ; 
consulting with chiefs of departments; supervising and revising the work of 
intermediate and junior librarians and library clerks assigned to the library; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and read- 
ing professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3, education to include specialization in the subject field; understanding of 
modern library organization, procedure, policy, aims and service; ability to 
use catalogs,* bibliographies, book lists and indexes; thorough knowledge of 
books and other sources in the special field; such foreign language back- 
ground as is required for the interpretation of the collection; appreciation 
of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of ^ . 
humor; tact; ability to organize work; ability to train and supervise; ability 
to size up situations and people accurately, to get along well with faculty; 
superiors, co— workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 


At least that of Professional Grade 3 



Professional Grade 2 (see pp. 105-06) 


DORMITORY LIBRARIM 


Definition of the Class of Position: 


to 


Under direction of the Chief Librarian or other designated author 
have charge of libraries in the dormitories; and to do such other 


ity , 
work 


as may be required. 


Examples of Typical Tasks: 

Planning end organizing the work for the dormitory, libraries; personally 
handling difficult situations with students and adjusting complaints; main- 
t° ininr collections of books in the dornixtor ie s and residence halls; changing 
these collections to provide for the reading interests of students; preparing 
reeding lists; organizing and conducting book discussion groups; giving book 
talks;* read in g and appraising books and other materials and making recommenda- 
tions’ for their acauisition; maintaining a manual of routines; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
consulting with chiefs of departments; keeping in touch with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities . 

Minimum (Jualif ications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; knowledge of good books and a desire to encourage the reading of 
them; reading knowledge of one or more foreign languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of humor; tact; ability 
to organize work; chili ty to train and supervise; ability to size up situations 
and people accurately, to get along well with superiors, co-workers and 
subordinates ana to meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of .Professional Grade 
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professional Grade 3 (see pp. 106-07) 
INSTRUCTOR IN THE USE 0? THE LIBRARY 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, 
to teach the use of the library to students; and to do such other work as 
may be required. 

Examples of Typical Tasks: 

Giving class instruction in the use of the library to freshmen and other 
classes; making preparation for these classes; developing course outlines; 
grading papers and keeping student records; conferring with students; giving 
more informal instruction as port of English, social science or other classes; 
keeping In touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3, education to include specialization in education and psychology; teaching 
experience; understanding of modern library organization, procedure, policy, 
aims and service; good knowledge of books; reading knowledge of one or more 
foreign languages and some familiarity with the literature of those languages; 
ability to speak in public and to interest students; teaching ability; 
appreciation of the objectives and procedures of higher education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in young people; orderliness; patience; 
poise; resourcefulness; self-confidence; sense of humor; tact; ability to 
organize work; ability to direct, train end supervise; ability to size up 
situations .and people accurately, to get along weal with faculty, supeiiors, 
co— workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 3 
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Professional Grade 2 (see jp* 105-06) 


T.TRPAKTAN IN CHARGE OF EXHIBITIONS AND PUBLICITY 


Definition of the Class of Position: 

Und^r direction of the Chief Librarian or other designated authority , to 
have charge of publicity and exhibits for the library; and to do such other 
work as nay be required. 

Examples of Typical Tasks: 

plfanning and organising the work; keeping well informed on campus and 
general events; preparing news items about the library to be .printed in the 
campus and city papers; editing library publications; preparing handbooks, 
booklets or guides to the library’s resources; arranging exhibits inside or 
outside the library which will further the educational program of the library; 
borrowing loan exhibits to be shown in the library; arranging for programs to- 
be broadcast over the radio; giving talks about the library's resources; 
maintaining a manual of routines; keeping essential recorus and statistics; 
preparing reports and memoranda; handling correspondence; consulting with 
chiefs of departments; making the library end its resources known to the stu- 
dent bodv and faculty; keeping in touch with library developments by attend- 
ing conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; thorough knowledge of the principles and practices of exhibit and 
publicity procedure; knowledge of rare books and exhibit material; reading 
knowledge of one or more foreign languages; ability to speak in public; 
appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to train and supervise; ability to size- up situations 
and people accurately, bo get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 106 07) 


TXBKARIAN OF SPECIAL COLLECTIONS 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of special collections; and to do such other worx as may _e 

required. 

Examples of Typical Tasks: 

planning and organizing the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students ana acquainting them wxch 
available material; enlarging the collection by P ur chaseandexchengeofb . , 

answering reference questions; compiling ^annexes, list s^ and ^biblio^raph- , 
supervising the work of book shelving ana stack maintenance; reau_ng - 
appraisingbooks and other materials and making re commenaat ions for their 
scouts it ion; maintaining a manual of routines; keeping essential recoras and 
statistics* preparing reports and memoranda; handling correspondence; consult 
with chiefs of departments; making the library and its resources known to 
the student bod£ Ind faculty; teepee In touch with library developments by 
attending conferences and reading professional, literature; participating in 

campus activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3 education to include specialization in the fields covered by the collections, 

SoM XfSS??hriSlS e hS;S;^oiiecti^ 

S^GSloSctEn^rSpKoSSg 0 ^ ^procedures of 

higher education. 

jb jssssst s'S^sS 

public pleasantly . 

Minimum Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 2 (see pp. 105-06) 


libraei shtpkce librarian 


Definition of the Class of Position: 

Under direction of the Chief Librarian and the Director of the Libr&j. y 
School,' to administer library service for the library school; and to do such 
other work as may be required. 


Examples of Typical Tasks: 

Planning and organizing the library service for the library school; help- 
ing readers or seeing that they are assisted in the ^selection of books and in 
the use of the catalog; keeping informed on needs oi faculty members <~nd stu- 
dents and acquainting them with available material; personally handling diffi- 
cult situations with the faculty and students and adjusting complaints; 
organizing practice and library science collections; answering reference 
questions; supervising the work of book shelving and stack maintenance; read- 
ing and" appraising books and other materials and making recommendations for 
their accuisition; maintaining a manual of routines; keeping essential records 
and statistics; preparing reports and memoranda; consulting with chiefs of 
departments; making the library and its resources known to the student body 
and faculty; keeping in touch with library developments by attending^ conferences 
and reading professional literature; participating in campus activities. . 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; thorough knowledge of library literature and of the materials and 
subject matter included in the' library school collection; knowledge of books; 
reading knowledge of one or more foreign languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
an d subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional Grade 2 (see pp. 105-06) 


MATERIALS LABORATORY LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of a materials laboratory, including childrens literature, texts, 
courses of study, materials bureau and other educational, material needed for 
teacher training; and to do such other work as may be required. 

Examples of Typical Tasks: 

Planning and. organizing the work of a materials laboratory; developing 
the procedure and material to meet the needs of teachers in training; attend- 
ing teachers meetings; conferring with the heads of elementary, secondary 
and higher education departments in order to coordinate the work in instruc- 
tion and research in those fields; keeping well informed on developments, 
especially in education and in the materials of education; compiling lists 
and bibliographies; reading and appraising books and other materials and mak- 
ing recommendations for their acquisition; maintaining a manual cf routines; 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; consulting with chiefs of departments; making the 
library and .its resources kno?«n to the student body and faculty; keeping in 
touch with library developments by attending conferences and reading profes- 
sional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2, education to include specialization in education and psychology; working 
knowledge of reference procedure and problems; familiarity with modem li- 
brary organization , procedure, policy, aims and service, particularly as they 
relate to problems in education; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; knowledge of the literature of education 
and related fields and a knowledge of all reference materials; reading knowledge 
of one or more foreign languages; appreciation of the objectives and procedures 
of higher education. 

Person al s Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ^ability 
to organize work; ability to train and supervise; ability to ^ size up situations 
and people accurately, to get along well with faculty, superiors, co— workers 
and subordinates and to meet the public pleasantly *. 


Minimum Salary Schedule: 


At least that of Professional Grade 2 



Professional Grade 2 (see pp. 105-06} 


MICROPHOTOGFaPHi LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, _ to 
have charge of the acquisition, organisation and dissemination of microfilm 
and equipment; to have charge of other photographic processes , <and to no such 
other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students and acquainting them with 
available material; filming books, manuscripts and other materials; making 
photostats and lantern slides; servicing and distributing films and other 
material; caring for raid inspecting reading machines; maintaining a manual 
of rout in es; keeping essential records and statistics; preparing reports and 
memoranda; consulting with chiefs of departments; making the library and _ its 
resources known to the student body and i acuity; keeping m touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; knowledge of equipment involved in microphotogrsphy; acquaintance 
with mechanics of microfilming and equipment; knowledge of books; reading 
knowledge of one or more foreign languages; appreciation of the objectives 
and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to ioT’C-l in and supervise; ability to size up situation 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 106-07) 


RARE BOOKS LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated author ity, to 
develop, preserve and interpret the rare book collection; and to do such other 
work es msy be required. 


Examples of Typical Tasks: 


planning and organizing the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students and acquainting them with 
available material; selecting and acquiring rare books; cataloging and classi- 
fying them; caring for their preservation; arranging exhibits; giving lectures 
and talks on rare books; answering reference questions; maintaining a manual 
of routines; keeping essential records and statistics; preparing reports and 
memoranda; handling correspondence; consulting with chiefs of departments; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specifiedin Professional Grade 

3 , education to include specialisation in paleography , incunabula and rare 
books; understanding of modern library organization, procedure, policy, arms 
and service: good knowledge of books; such foreign language background as 
is required for the interpretation of the collection; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; aptitude for research; awareness of community; good 

judgment; good memory; initiative; intellectual curiosity; orderliness; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work: ability to direct, train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 3 
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Professional C-rade 3 {see pp. 106-07) 


PPADERS 1 ADVISER 


Definition of the Class of Position: 

Under dir ection of the Chief Librarian or other designated authority, to 
guide and stimulate reading by students aha other members of the community; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Acting as consultant for individual readers and assisting them to find the 
books and other materials most suited to their reading interests and needs; 
organising and conducting book discussion groups; preparing reading courses 
and programs; investigating the reading needs of study groups; keeping well 
informed on campus and general extents; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; keeping essential records and statistics; preparing reports 
and memoranda; consulting with chiefs of departments; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional litera- 
ture; participating in campus activities. 


Minimum Qualifications : 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organisation, procedure, policy, aims and 
service; ability to make the best use of catalogs, bibliographies, book lists 
and indexes; good knowledge of books and other reference materials; reading 
knowledge of one or more foreign languages and some familiarity with the 
literature of these languages; skill in reading guidance; ability to speak 
in public; appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; good memory; initiative; 
intellectual curiosity; orderliness; poise; resourcefulness; _ self-confidence; 
sense of humor; tact; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately, to get along 
well with faculty, superiors, co-workers and subordinates and to meet the 
public pleasantly. 


Minimum Salary Schedule: 


At least that of Professional Grade 3 
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Profess! onc-1 Grade 2 (see pa 1C5-C6) 


TPAINIiTG SCHOOL LIBRARIAN 
Element? ry School Librrry 


Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the elementary tra.ir.ing school library j and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for the training school; keep- 
ing informed on needs of faculty members and students and acquainting them 
with available material; personally handling difficult situations with the 
faculty and students and adjusting complaints; conferring with principal, 
teachers, parents and pupils; attending meetings of teachers and parents; 
selecting, with the aid of training school teachers, the library materials; 
advising on the preparation of these materials; supervising their circula- 
tion; maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a. vertical file or materials bureau for teachers^ 
and pupils; administering and servicing audio-visual aids; maintaining pupil 
reading records and cooperating with or directing the remedial and diagnostic 
reading program; conducting story hours in cooperation with teachers; cooper- 
ating with teachers in teaching library use; supervising the work of book 
shelving and. stack maintenance; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing ths.t essential records and statistics are kept; 
preparing reports and memoranda; consulting with chiefs of departments; 
supervising and revising the work of library clerks; making the library . and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences arid reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
? education to include some specialization in elementary education and the 
psychology of elementary school subjects; familiarity with modern library 
organization, procedure, policy, aims and service; thorough knowledge 0 
children* s and adolescent literature, elementary school curriculum, reading 
techniques and audio-visual aids and equipment; reading knowledge of one or 
more foreign languages; ability to speak in public and to interest students, 
teaching ability; appreciation of the objectives and procedures of higher 
education. 

Personal: Alertness; awareness of community; good judgment; ^initiative; 

. intellectual curiosity; interest in children; interest in teaching; order- 
liness-, patience; poise; resourcefulness; self-confidence; sense of humor; 
tact; ability to organize work; ability to direct, train and supervise; 
ab ili ty to size up situations and people accurately , to get along well l 
faculty., superiors > co-workers and subordinates and to meet the public 
pleasantly, ability to discipline. 

Minimum Salary Schedule: 


i e '. 



professional Grade 2 (see pp. 105-06) 


TRAINING SCHOOL LIBRARIAN 
Joint Elementary and Secondary School Library 

Definition of the Glass of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the training school library or libraries; and to 
do such other work *is may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for 'che training school or 
schools; keeping informed on needs of faculty members and students^ and 
acquainting them with available material; personally handling . difficult , 
situations with the facultv and students and adjusting complaints; conferring 
with principal, teachers, parents and nupils; attending meetings of teachers 
and parents; selecting, with the aid of training school teachers, ^ the library 
materials; advising on the preparation of those materials; supervising their 
circulation; maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a vertical file or materials bureau j.or teachers^ 
and pupils; administering and servicing audio— visual aids; maintaining pupil- 
reading records and cooperating with or directing the remedial end diagnostic 
reading program; conducting story hours in cooperation with teachers; cooper- 
ating with teachers in teaching library use; supervising the work of book 
shelving and stack maintenance; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; consulting with 'chiefs of departments; 
supervising and revising the work of library clerks ; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2, education to include some specialisation in education and psychology; 
familiarity with modern library organisation, procedure, policy, aims and^ 
service; thorough knov* ledge of children 1 s and adolescent literature, curricu- 
lum, reading techniques and audio-visual' aids and equipment; reading knowledge 
of one or more foreign languages; ability to" speak in public and to interest 
students; teaching ability; appreciation of the objectives and procedures of 
higher education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in children and young people; interest in 
teaching; orderliness; patience; poise; resourcefulness; self-confidence; 
sense of humor; tact; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately, to get s.long 
well with faculty, superiors, co-workers and subordinates and to meet the 
public pleasantly; ability to discipline. 

Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professions! Grade 2 (see pp. 105-06) 


TRAIUIUG SCHOOL LIBRARIAN 
Secondary School Library 


Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the secondary training school library; and to do 
such other work as may be required. 


Examples of Typical Tasks: 

Planning and organizing the library service for the training school; keep- 
ing informed on needs of faculty members and students and acquainting them 
with available material; personally handling difficult situations with the 
faculty and students and adjusting complaints; conferring with principal, 
teachers, parents and pupils; attending meetings of teachers and parents; 
selecting, with the aid of training school teachers, the library materials; 
advising on the preparation of these materials; supervising their circu- 
lation; maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a vertical file or materials bureau ^ for . teachers . 
and pupils; administering and servicing audio-visual aids; maintaining pupil 
reading records and cooperating with or directing the remedial and diagnostic 
reading program; cooperating with teachers in teaching library use; supervising 
the work of book shelving and stack maintenance; reading and appraising books 
and other materials and making recommendations for their acquisition; maintain- 
ing a manual of routines; seeing that essential records and ^statistics are 
kept; preparing reports and memoranda; consulting with chiefs of departments; 
supervising and revising the work of library clerks; making the library and 
its resources known to the student body and faculty; keeping in touch wit 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2, education to include some specialization in secondary education and ado- 
lescent psychology; familiarity with modern library organization, procedure, 
policy, aims and service; thorough knowledge of children’s and adolescent 
literature, secondary school curriculum, reading techniques and audio-visual 
aids and equipment; reading knowledge of one or more foreign languages; 
ability to speak in public and to interest students; teaching ability, 
appreciation of the objectives and procedures of higher education. 

Personal : Alertness; awareness of community; good judgment; initiative, 
intellectual curiosity; interest in young people; interest in teaching; order 
liness; patience; poise; resourcefulness; self-confidence; sense of humor; 
tact; ability to organize work; ability to direct, train and supervise, 
ability to size up situations and people accurately, to 1 get along weU. with 
faculty, superiors, co— workers and subordinates and to meet the public 
pleasantly; ability to discipline. 

Minimum Salary Schedule: 


At least that of Professional Grade £ 
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Professional Grade 3 (see pp. 1C 6-07) 


ASSISTANT TO THE CHIEF LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the general adminis- 
tration of the library 5 and. to do such other work as may be required. 


Examples of Typical Tasks: 

Preparing and analyzing reports, statistics, records, graphs and charts; 
handling general correspondence and assembling material for difficult corre- 
spondence; interviewing visitors, salesmen and others; seeing that the 
library Quarters are kept in good condition; assisting in preparing budgets 
and annual reports; seeing that essential records and statistics are kept; 
keeping in touch with library developments by attending conferences and read- 
ing professional literature; participating in campus activities. 

Minimum Qus lif icat ions : 

Profession?!: Education and experience as specified in Professional Grade 
3 ; good knowledge of business methods and statistics; understanding of modern 
library organization, procedure, policy, aims and service; good knowledge of 
books; reading knowledge of one or more: foreign languages and some familiarity 
with the literature of these languages; appreciation of the objectives and 
procedures of higher education. 

personal: Capacity for detail; cooperativeness; good judgment; initiative; 
intellectual curiosity; orderliness; poise; resourcefulness: self-confidence; 
sense of humor; tact; ability to organize work; ability to follow instructions; 
ability to train and supervise; ability c.o size up situations and people 
accurately, to get along well with faculty, superiors, co-workers and sub- 
ordinates and to muet the public, pleasantly . 


Minimum Salary Schedule: 

;.t least tln.t of Professional Gxade 3 



35 


Professional Grade 3 (see tp. 106-0"$ 


SENIOR LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of more than average difficulty and responsibility and 
of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of Horary facii-ities by 
answering their questions and helping them to make use of . the card catalog; 
handling inter library loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; catalog 
ing, recataloging, classifying, reclassifying, subject-heading and cross 
referencing materials of more than average difficulty including books, 
serials, documents, manuscripts, prints, films, music, etc.; reading an 
appraising books and other materials and making recommendations for their 
acquisition; assisting with more specialised work; supervising and revising 
the work of junior librarians and library clerks; keeping m touch with 
library developments by attending conferences and reading professions 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 

Grade 3; good knowledge of order, reference, circulation, cataloging cn 
classification procedures and problems; working knowledge < oi modern ^ary 
organization, procedure, policy, aims and service; good ^ toote, 

reading knowledge of one or more foreign languages and some familiarity with 
the literature of these languages; appreciation of the objectives and pro- 
ceduxss of higher education# 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 

ini(SK“; orderliness; poise; resourcefulness; sense of 

methods of work; tact; ability to organise work; ability to fo Uow unstnu etions, 
ability to train and supervise; ability to size up situations and people 
accurately and to get along well with faculty, superiors, co-workers and 
subor din ates and to meet the public pleasantly. 

Minimum Salary Sch©<iul e J 


At least that of Professional Grade 3 
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Professional Grade 2 (see pp. 105-06) 


INTERMEDIATE LIBRA? IAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of average difficulty and responsibility and of a 
character calling for the application of modern library techniques; and 
to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by 
answering their questions and helping them to make use of the card catalog; 
handling inter library loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; cataloging, 
recataloging, classifying, reclassifying, subject heading and cross referencing 
materials of average difficulty including books, serials, documents, manu- 
scripts, prints, films, music, etc.; handling gifts, exchanges and continua- 
tions; keeping essential records and statistics; assisting with more 
specialized work; supervising and revising the- work of library clerks; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 2; working knowledge of order, reference, circulation, cataloging 
and classification procedures and problems; knowledge of modern library 
organization, procedure, policy, aims and service; knowledge of books; 
reading knowledge of one or more foreign languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; initiative; orderli- 
ness; poise; resourcefulness; sense of humor; systematic methods of work; 
tact; ability to organize work; ability to follow instructions; ability to 
supervise; ability to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 

Minimum Sa-lary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 1 (see p. 105) 


JUNIOR LISBAE.IAK 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority , 
to do simple library work of a character calling for the application of 
modern library techniques; and to do such other work as may be required. 


Examples of Typical Tasks: 

Assisting readers in making effective use "of library facilities by 
answering their questions and helping them to make use of the card catalog; 
preparing reading lists; doing simple cataloging of books and other . library 
materials; answering reference questions; helping, when necessary, with 
library routines at the circulation desk, in the catalog or reference 
departments, or at other points; supervising and revising the work of 
library clerks: keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 

Minimum Qualifications : 

Professional: Education and experience as specified in Professional 
Grade 1; knowledge of order, reference, circulation, cataloging and c3.assi— 
fication procedures and problems; understanding oi modern library organisa- 
tion, procedure, policy, aims and service; knowledge of books; reading 
knowledge of one or more foreign languages; acquaintance with tile objectives 
and procedures of higher education. 

Personal: Accuracy; cocperativeness; good judgment; orderliness; poise; 
tact; ability to follow instructions; ability to supervise; ability to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade 1 
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Clerical Grade 3 (see p. 104) 


HEAD CAT/ 1 LOG LIBRARY CLERK 
Catalog Department 


Definition of the Claps of Position: 

Under supervision of a member of the professional staff of the Catalog 
Department , to perform the most difficult clerical work or to supervise the 
work of junior or senior library clerks ; and. to do such other work as may 
be required* 


Examples of Typical Tasks: 

Instructing junior or senior library clerks in their duties ; assisting 
in laying out and assigning their work, aiding them with their difficult 
problems and seeing that they are effectively employed; assisting in pre- 
paring work schedules; typing complex cards from copy supplied; shelf- 
listing; filing or supervising filing; changing records for items added or 
withdrawn; acting in the capacity of senior library clerk when not engaged 
in supervisory work . 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, train and supervise; ability to 
get along well with superiors, co- workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 5 



ao 

Clerical Grade 2 (see p. 103} 


SENIOR CAT 110 3 LIRE ART CLERK . 
C&taioy Deoartuent 


Definition cf the Class of Position: 

Under supervision of the Head Catalog Library Clerk or other designated 
authority, to assist with the clerical work of more than average difficulty; 
and to do such other work as may he required. 

Examples of Typical Tasks: 

Typing and adapting L-.C. or other cards from copy supplied; withdrawing 
cards" from catalog and shell list; filing under supervision; tentatively 
indicating book numbers; distributing L.G. and other cards received on order; 
shelf-listing; changing records for items added or withdrawn; operating 
m im eograph and other duplicating machines; doing other clerical work of 
more- than average difficulty. 

Minimum Qualifications : 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to follow instructions; ability tc get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

i\.i Ie:t,\.t - * . * 1 i - * j ij lex Xcxbx Gx --cc x* 
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Clerical Grade 1 (see p. 103) 


JUNIOR CATALOG LIBRARY CLERK 
Catalog Department 

Definition of the Class of Position: 

Under immediate supervision of the Head Catalog Library Cleric or other 
designated authority, to assist with the clerical work of average aifiiculty 
and to do such other work as nay be required. 


Examples of Typical Tasks: 

Marking books, bookplating and doing other processing; arranging cards 
for filing; filing under supervision; operating mimeograph or other dupli- 
cating machines; typing simple forms; typing simple records; typing book 
cards; giving messenger service; doing other simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work: ability to follow 
instructions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 

At th_t of Clerical Grace 1 





Clerical Grade 3 (see p. 104) 


HEAD CIRCULATION LIBRARY CLERK 
Circulation Department 


Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Circulatio 
Department, to perform the most difficult clerical work or to supervise the 
work of junior or senior library clerks; and to do such other work as may be 
recuired. 

Examples of Typical Tasks: 

Instructing junior or senior library clerks in their duties; assisting 
in laying out and assigning their work, aiding them with their difficult 
problems' and seeing that they are effectively employed; assisting in. pre- 
paring work schedules; taking inventory; checking the instructors' lists 
with shelves; charging end discharging books; sorting, filing and count- 
ing book cards; acting in the capacity of senior library clerk when not 
engaged in supervisory work. 

Minimum Qualifications: 


Education and experience as specified in Clerical Grade 3; .accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, train and supervise; ability to 
get along well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 


At least that of Clerical Grade 6 
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Clerical Grade 2 (see p. 103) 


SENIOR CIRCULATION LIBRARY CLERK 
Circulation Department 

Definition of the Class of Position: 

Under supervision of the Head Circulation Library Clerk or other desig- 
nated authority, to assist with the clerical work of more than average 
difficulty; and to do such other work as may be required. 

Examples of Typical Tasks: 

Charging and discharging books; sorting, filing and counting book cards; 
revising book shelves; typing overdue notices; handling records for reserve 
books; taking inventory; doing other clerical work of more than average 
difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 2 
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Clerical Grade 1 (see p. 103} 


JUNIOR CIRCULATION LIBRARY CLERK 
Circulation Department 

Definition of the Class of Position: 

Under immediate supervision of the Head Circulation Library Clerk or other 
designated authority, to assist with the clerical work of average difficulty; 
and to do such other work as may be reouired. 


Examples of Epical Tasks: 

Getting books from the shelves; sorting and shelving books; searching for 
misplaced books; straightening shelves; charging and discharging books; sort- 
ing and stamping cards; collecting and preparing books for reserves shelves; 
taking books off reserves; taking inventory; clearing tables and keeping 
rooms in order; typing simple forms; typing simple records; giving messenger 
service; doing other simple clerical work. 


Minimum Qualif icat ions : 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow 
instructions; ability to get along well with superiors and co-workers. 


Minimum Salary Schedule; 

At least that of Clerical Grade 1 
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Clerical Grade 2 (see 


p. 103) 


SENIQF QRDEB LIBRARY CLERK 
Order Depr.rtTi.ent. 

Definition of the Glass of Fo sir ion: 

Under supervision of a member of the protessional sf at f ot the Order 
Department, to assist with the clerical work of more than average difficulty 
and to do such other work as may be required. 


Examples of Typical Tasks; 

Typing order cards and. orders; acknowledging and checking gifts and 
exchanges; accessioning books; doing other clerical work of more than 
average dif f iculty . 

Minimum Qualifications : 


Eauoation and experience as 
alertness; capacity for detail; 
ability to follov* instructions; 
co— workers and subordinates. 


specified in Clerical Grade 2; accuracy; 
orderliness; systematic methods of work; 
ability to get along well with superiors. 


Minimum Salary Schedule: 


At least that of Clerical Grade 2 
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Clerical Grade 1 (see p. 103) 


JUNIOR ORDER LIBRARY CLERK 
Order Department 

Definition of the Class of position: 

Under immediate .supervision of a member of the professional staif .of 
the Order Department; to assist with the clerical work of average diffi- 
culty; and to do such other work as may be required. 


Examples of Typical Tasks: 

Unpacking, arranging and shelving books, periodicals, documents and other 
materials received by the Order Department; arranging and filing order cards 
shelving catalogs and other b ibiio gr aph i c s 1 tools in the Order Department; 
typing simple forms; typing simple records; typing form letters for claims, 
gifts or exchanges; marking books, bookplating and doing other processing; 
giving messenger service; doing other simple clerical work* 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; capacity for detail 
systematic methods cf work ; ability to follow instructions; ability to get 
along well with superiors and co-workers. 


Minimum Salaiy Schedule: 

/.t least th.-t of Clerical Grade 1 


# 



Clerical Grade 2 (see p. 103) 


SENIOR HFFEFldCS LIBRARY CLERK 
Reference Department 

Definition of the Class of Position: 

Under supervision, of a a enter of. the professional s t ax f oi the itsf ursnc© 
Department, to assist with the clerical wort of core than average difficulty; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Charging, discharging end shelving books , periodicals, documents and other 
materials; typing bibliographies, reports and memoranda; filing material in 
catalogs or vertical files; doing other clerical work of more than average 
difid culty. 

Minimum Codifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness: systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Sal dry Schedule; 


At least that of Clerical Grade Z 
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Minimum Library Salary Standards 

for 1948 

Adopted by the Council of the American Library Association Jan. 31, 1Q48 

The A.L.A. Board on Personnel Administration, in full awareness of the legal and 
financial limitations on funds for library support, yet with growing concern over 
the general failure of library salaries to keep up with increased living costs, recom- 
mends the following minimum standards as a basis for adjusting library salaries in 
1948. 1 The board urges all libraries to take immediate steps to develop pay plans 
incorporating at least the recommended minimum cost-of-living-adjusted salary for 
each grade of position 2 represented on its staff. Libraries with incomes above the 
minimum required to support limited service will have to exceed the recommended 
minimum cost-of -living-adjusted salary for each grade in order to maintain service 
standards at a level adequate to meet the needs of the clientele. Those libraries 
which have not reached the minimum standard for income will need to obtain 
increased support to attain the minimum salary levels. 

Specific Recommendations 

1. The minimum annual beginning salary for the lowest professional level 
library position should be not less than $2800. 

This figure of $2800 is founded on the A.L.A. s previously adopted basic 
minimum entering salary of $2100 (established in relation to the 1935-39 aver- 
age <tf Cost-of -Living Index”) plus a 33% per cent cost-of-living adjustment. This 
recommended adjustment is considered modest in view of the fact that the 
“Cost-of-Living Index” has actually risen more than 60 per cent above the 
1935-39 average and is continuing to rise rapidly. 

2. The minimum entering salaries for subprofessional, clerical, and other 
classes of library employees should be at least equal to the average prevailing 
entering rates for similar positions in government, in business, in industry, 
or in other institutions in the same community or economic region. In no 
case should the minimum entering salary be less than $2160 for subprofes- 
sional positions or $1800 for beginning clerical positions. 

These figures represent the A.L.A/s previously adopted minimum basic salaries 
for entering subprofessional and clerical positions respectively plus a 33% per 
cent cost-of-living adjustment. 

3. The minimum entering salaries for all other grades of positions in the 
professional, subprofessional, and clerical services in libraries should be 


1 Owing to the unprecedented rise in prices of goods and services now taking place, this statement cannot be considered 

either permanent or final. It supersedes previous statements the A.L.A. Board on Personnel Administration has made on 
salaries, and constitutes its recommendations for libraries at the beginning of 1948. _ ^ 

2 For detailed definitions and class specifications for the various grades of professional and other library positions referred 
to in this statement see the A.L.A.’s publications. Classification and Pay Plans for Municipal Public Libraries and 
Classification and Pay Plans for Libraries in Institutions of Higher Education . 



not less than the basic rates already adopted by the A.L.A. Council, plus 
cost-of-living adjustments computed on the following basis. 3 


Entering Step of Basic Rate 

Less than $3000 

$3000 to $4499 

$4500 to $6499 

$6500 to $8499 

More than $8500 


Increase Added to Establish 
Step I of the C.O.L.A. Schedule 

333SS 

30 S 

25 % 

20 S 

15 % 


4. The minimum annual income necessary to provide a local public library with 
sufficient funds to render service of high quality in 1948 is $3.00 per capita. 

An income of $2.25 per capita is needed to render reasonably good service, 
whereas $1.50 per capita may permit limited, though inadequate service. Local 
public libraries with responsibility for operating school libraries will require 
more than this minimum standard to render adequate service. Those which 
give county-wide service will require the minimum per capita standard for 
the entire population served. 

5. Public libraries rendering the limited service that is possible with $1.50 per 
capita support should devote at least 65 per cent of their total budget to 
salaries, exclusive of maintenance service, and 17.5 per cent to books, peri- 
odicals, and binding. 

In order to attract and retain well qualified personnel, libraries with a higher 
per capita rate of support may have to allocate a still higher percentage of 
their total budgets to salaries. 

6. The minimum annual expenditures for salaries, books, periodicals, and 
binding in libraries in institutions of higher education, figured in terms of 
library service unit load, 4 should be not less than: 

University libraries 

First 2000 units — salaries $16 and books $9 per unit 
Second 2000 units — salaries $8 and books $7 per unit 
Remaining units — salaries $8 and books $4 per unit 
Degree-conferring four-year institution libraries 

First 2000 units — salaries $13 and books $8 per unit 
Remaining units — salaries $8 and books $5 per unit 
N on-degree-conferring institution libraries 

First 1000 units — salaries $11 and books $7 per unit 
Second 1000 units — salaries $9 and books $3 per unit 
Remaining units — salaries $6 and books $1 per unit 

7. School librarians and professional assistants in school libraries should be 
on the same salary schedule effective for teachers wdth equal training and 


* See attached “Revised Minimum Salary Schedules” for specific basic and cost-of-living*ad*usted salary ranges recom- 
mended for each grade in the professional, subprofessional and clerical library service. . » (under* 

* The library se^ice U nit load for ina.itu.iona of higher education i« stuTni !ther than hor,o" stunts 

graduate) student other than honors students as 1 unit, each upperclass (undergradua / > 5 units 

as 2 units, each honors student as 3 units, each graduate student as 4 units, and each faculty member as 5 units. 



experience, but the compensation paid should be not less than the minimum 
salary herein recommended for the lowest grade of professional library 
position. The minimum annual expenditure for books should be $1.50 per pupil. 

Revised Minimum Salary Schedules 

Showing Base Rates and Cost-of-Living- Adjusted Schedules 
Recommended by the A.L.A. Board on Personnel Administration, January 1948 

Base Rates 1 C.O. L.A. Schedule 


Grade 

Permanent 

Pay Scale 

Minimum Maximum 

Step 1 Step 5 

Rates Recommended Per Cent 

for 19 48 Increase 

Minimum Maximum over 

Step 1 Step S Base Rate 

Withi 

Number 

!n-grade Increments 
Monthly Annual 

Amount Amount 




Professional Service 





1 

$ 2100 

$ 2580 

$ 2800 $ 

3280 

33 % 

4 

$10.00 

$120 

2 

2460 

3060 

3280 

3880 

3! 3 % 

4 

12.50 

150 

3 

2910 

3630 

3880 

4600 

33 % 

4 

15.00 

180 

4 

3450 

4290 

4485 

5325 

30 

4 

17.50 

210 

5 

4080 

5040 

5304 

6264 

30 

4 

20.00 

240 

6 

4800 

6000 

6000 

7200 

25 

4 

25.00 

300 

7 

5700 

7380 

7125 

8565 

25 

4 

35.00 

360 

8 

6960 

9300 

8352 

10752 

20 

4 

50.00 

600 

9 

8760 

11880 

10074 

13194 

15 

4 

65.00 

780 

10 

11100 

14700 

12765 

16365 

15 

4 

75.00 

900 




Subprofessional Service 




1 

1620 

1860 

2i6a 

2400 

333a 

4 

5.00 

60 

2 

1800 

2040 

240R 

2640 

33K 

4 

5.00 

60 




Clerical 

Service 





1 

1350 

1470 2 

1800 

1920 2 

33 % 

2 

5.00 

•60 

2 

1470 

1590 2 

1960 

2080 2 

33 % 

2 

5.00 

60 

3 

1650 

1890 

2220 

2460 

33 % 

4 

5.00 

60 

4 

1830 

2070 

2440 

2680 

33 % 

4 

5.00 

60 

5 

2010 

2490 

2680 

3160 

33 % 

4 

10.00 

120 

6 

2370 

2850 

3160 

3640 

33 % 

4 

10.00 

120 


1 These rates, geared to a “Cost-of-Living Index** of 100 (1935-39 average), were adopted by the A.L.A. Council cm June 

21, 1946, as the “Revised Minimum Salary Schedules for Classification and, Pay Plans for Municipal Public Libraries and 
Classification and Pay Plans for Libraries in Institutions of Higher Education ,** 

2 The first two clerical grades were originally established as 3-step rather than 5-step ranges. This pattern has been retained in 
the C.O. L.A. Schedule. 

Explanatory Notes 

1. Any library whicb has not yet established basic plus cost-of-living-adjusted 
graded salary schedules should arrange to develop and adopt such a plan at an early 
date. This plan should include both a basic or permanent salary schedule, geared 
to a $2100 salary as its absolute minimum basic lowest grade professional rate and 
at least $2800 as the actual minimum salary now being paid for such positions. For 
all library positions above the beginning or entering level, salary standards including 



97 


Clerical Grade 1 (see p. 10 3) 


JUNIOR REFERENCE IIBRAET CLERK 
Reference Department 


Definition of the Class of Position: 

JJnder immediate supervision of a member of the professional staff of the 
Reference Department, to assist with the clerical work of average difficulty; 
and to do such other work as may be required. 


Examples of Typical Tasks: 

Shelving books, periodicals, documents and other materials; arranging 
material to be filed in catalogs or vertical files; filing under supervi- 
sion; typing simple forms; typing simple records; giving messenger service; 
doing other simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1: accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow instruc- 
tions; ability to get along well with superiors and co— workers. 

Minimum Salary Schedule: 

At leant that of Clerical Grade 1 
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Clerical Grads 3 (see p. 104) 


CECRPTA RY 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
tc perform secretarial work; and to do such other work as may be required. 

Examples of Typical Tasks: 

Taking dictation and transcribing letters and memoranda; preparing 
reports; "compiling statistics; interviewing visiters, salesmen and others; 
assisting in preparing budgets and annual reports; assisting in keeping 
all records needed in the administrative office. 

Minimum Qualif ica t ion s : 

Education and experience as specified in Clerical Grc.de 3; accuracy; 
alertness; capacity for detail; initiative; orderliness; systematic _ methods 
of work; tact; ability to organize work: ability to follow instructions; 
ability tc size uo situations and people accurately and to get along well 
with faculty, superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade G 



99 

Clerical Grade 2 (see p. 103) 


STENOGRAPHER 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority , 
to perform stenographic, typing end clerical work; and to do such other work 
as may be required. 

Examples of Typical Tasks: 

Taking dictation and transcribing letters, reports and memoranda; per- 
forming typing work of all kinds, including statistical records, reports 
and bibliographies. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of 
work; tact; ability to take dictation; ability to get along well with 
superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that o_ C Ur j. cal Gr_de 2 
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Clerical Grade 3 (see p.104) 
HP AD I-TPpA'RY CLERK 


Definition of the Class of Position: 

Under supervision c-f a member of the professional staff, to perforni the 
most difficult clerical work in the library or to supervise the work of 
junior or senior library clerks 5 and to do such other worh as may oe 
required. 

Examples of Typical Tasks: 

Instructing junior or senior library clerks in their duties; assisting 
in laying out and assigning their work, aiding them with their difficult 
problems and seeing that they are effectively employed; assisting in pre- 
paring work schedules; taking inventory; charging and discharging books; 
performing office tasks requiring bookkeeping or other business training; 
acting in the capacity of senior library clerk when not engaged in super- 
visory work. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, train and supervise; ability to 
get along well with superiors, co— workers and subordinates. 

Minimum Salary Schedule: 


At least that of Clerical Grade 5 


9 
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Clerical Grade 2 (see p. 103) 


SENIOf. LIBRARY CLEPK 


Definition of the Glass of Position: 

Under supervision o'f a Head Library Clerk or other _ designated authority; 
to assist with the clerical work of more than average difficulty; and to do 
such other work as nay be required. 

Examples of Typical Tasks: 

Charging and discharging bopks; typing overdue notices; handling records 
for reserves; typing and adapting L.C. or other cards ^ from copy supplied, 
filing under supervision; collating and preparing .periodicals for binding; 
acknowledging and checking gifts and exchanges; listing^duplicates for 
exchange; checking oeriodicals; accessioning books; typing bibliographies, 
reports and memoranda; filling orders for supplies; taking inventory; doing 
other clerical work of more than average difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 


Minimum Salary Schedule: 


At least that of Clerical Grade 2 


& 
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Clerical Grade 1 (see p. 103) 


JUNIOR LI3RARY CLERK 


Definition cf the Class of Position: 

Under immediate supervision of a Heao LiDrary Clerk or other designated 
authority, to assist with the clerical work of average difficulty; and to 
do such other work as may be required. 

Examples of Typical Tasks: 

Getting books from the shelves; sorting and shelving books; charging and 
discharging books; cutting leaves of new books; clearing tables and keeping 
rooms in order; mending books; filing book cards; arranging and filing order 
cards; arranging materiel to be filed in catalogs or vertical files; mark- 
ing books, bookplating and doing other processing; taking inventory; 
operating mimeograph or other duplicating machines; typing simple forms; 
typing simple records; typing book cards; distributing maxi, books and 
supplies among library departments; giving messenger service; doing other 
simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow instruc- 
tions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 

At least that of Clerical Grade 1 


9 



Clerical Service 


Grade 1 Clerical Service 

Typical positions in this grade 

Junior Catalog Library Clerk — Catalog Department (see p. 90) 

Junior Circulation Library Clerk - Circulation Department (see p* 93) 
Junior Library Clerk (see p„ 102) 

Junior Order Library Clerk: - Order Department (see p. 95) 

Junior Reference Library Clerk - Reference Department (see p. ?7) 

Minimum salary schedule 

At least that of Clerical Grade 1 


Minimum qualifications 

Graduation from an accredited high school; or 
Equivalent qualifications 

Grade 2 Clerical Service 

Typical positions in this grade 

Senior Catalog Library Clerk - Catalog Department (see p. 89} 

Senior Circulation Library Clerk - Circulation Department (see p- 92) 
Senior Library Clerk (see p. 101) 

Senior Order Library Clerk - Order Department (see p. 94) 

Senior Reference Library Clerk - Reference Department (see p. 96} 
Stenographer (see p. 99) ■ ' 

Minimum salary '■ , (|1 . ,,,9')' 3, .• %% 

j ■■■■.■ ; . ■ 

enalif icat iemn ii : 4 - '•</ . n ,,: : 
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Grade 3 Clerical Service 

Typical positions in this grade 

Head Cate log Library Clerk - Catalog Department (see p. 35) 

Head Circulation Library Clerk — Circulation Department (see p. 91) 
Head Library Clerk (see p. 100) 

Secretary (see p* 93) 

Min imam salary schedule 

At least that of Clerical Grade 3 


Minimum qualifications 

Graduation from c college or university approved by an accrediting 
association of more than state-wide standing; or 

Completion of two years of education in a college or university 
approved by an accrediting association of more than state— wide stand- 
ing and not less than four years of appropriate experience in a 
library of recognized standing all ox which have been In Clerical 
Grade 2* plus evidence of proficiency in typing or other clerical 
duties; or 

Graduation from an accredited high school and not less than eight 
years of appropriate experience In a library of recognized standing 
four of which have been in Clerical Grade 2 , plus evidence of pro- 
ficiency in typing or other clerical duties; or 
Equivalent qualifications 
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Professional Service 


Grade 1 Professional Service 

Typical positions in this grade 

Circulation Librarian (see p. 34) 

Junior Catalog Librarian - Catalog Department (see p. 33 ) 

Junior Circulation Librarian - Circulation Department (see p. 40 
Junior Librarian (see p. i7) 

Junior Order Librarian - Oraer Department (see p. 55) 

Junior Reference Librarian - Reference Department (see p. 63) ^ 

Supervising Librarian of Stacks - Circulation Departnent (see p. 43) 

Minimum salary schedule • 

At lenrt that of Professional Grade 1 

Minimum Qualifications 

Graduation from r. college or university approved by an accrediting 
association of mere than state-wide stendinn, including one year of 
train in g in a library school accredited by the A.L*A.$ or 
Equivalent qualifications 


Grade 2 Professional Service 

Typical positions in this grade 

Audio- visual Librarian (see p. 69) 

Catalog Librarian (see p. 23) 

Chief Circulation Librarian - Class A Circulation Department (see p. 35) 
Dormitory Librarian (see p. 72) 

Interlibrary Loan Librarian — Circulation Department ( sec p» 41/ 
Intermediate Catalog Librarian - Catalog Department (see p. 32) 
Intermediate Circulation Librarian - Circulation Department (see p. 45) 
Intermediate Librarian (see p. 86 ) .. ; ,, . 

Intermediate .Order .Librarian. ,7 ; 0r4er ,I)ef(afcta§€nt {.See; jjv %) . 
Intermediate Reference Librarian ,1 (see p. 67) 

Librarian » , ,C|f : ,, r> f 

t <si»4 o.rrir»A JiM 4 dee .ft. 76) • ‘ .. 


’ ■ , Library 


ir';; 


. Order Librarian (see 111-;/ :: y ^ lid 31 'I."! 1 ■, 'll*' 

' 1 L 1 ’ 

■£# 6 ©' : ' 1 

L f / SSkl<;i ■ 


|©ifrf. ffl«te»*wxy-ftoa ;8eco®*isiy School 

ifeis ^3) 




VS&&JL— 
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Mir.iimun qualifications 

Graduation from a college or university approved by an accrediting 
association of rore xfcan &fcate-"ide standing, plus one ye_r o oraxn 
ing in a library school accredited by the A.L*A.J or 

Graduation froo a college or university approved by an accrediting 
association of more than state-wide standing, including one year of 
training in a library school accredited by the A.L.A. ana not less 
than two years of appropriate professional ^experience in a library 
of recognized standing in Professional Grade 1; or 
Equivalent qualifications 
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Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A. and an additional 
year of graduate wed: culminating in a master’s degree in a subject 
field; or 

Graduation from -a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A. , and not less than 
two years of appropriate professional experience in a library of 
recognized standing two of which have been in Professional Grade 2; or 
Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, including one year of 
training in a library school accredited by the A.L.A. , and not less than 
four years of appropriate professional experience in a library of recog- 
nized standing two of which have been in Professional Grade 2; or 
Equivalent qualifications 


Grade A Professional Service 

lypical positions in this grade 

Assistant Chief Catalog Librarian - Class C Catalog Department (see p. 27, 
Assistant Chief Circulation Librarian - Class D Circulation Department 
(see p. 40 ) 

Assistant Chief Reference Librarian - Class C Reference Department 
(see p. 63) 

Chief Catalog Librarian - Class B Catalog Department (see p. 25) 

Chief Circulation Librarian - Class C Circulation Department (see p. 37) 
Chief Librarian (or Director) - Glass 1 Libraries (see p. 15) 

Chief Order Librarian - Class B Order Department (see pp. 50-51) 

Chief Reference Librarian - Class B Reference Department (see pp. 59-60) 

Minimum salary schedule 

At least that of Professional Grade 4 ' 1 


Minimum qualif ics irons 
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Graduation iron a college or university approved ty an accrediting 
association cf more than siste-wide standing, plus one year^of train- 
ing in a library schocl accredited by the L .L.A. and an ^ additional 
year of graduate ■work culm ina t in g in a master's degree in a. subject 
field, and not less than two years of appropriate professional experi- 
ence in a library of recognized standing two of which have been in 
Professional Grade 3; or 

Graduation from a college or university approved by an accrediting 
association of more than state— wide standing, plus one year of train- 
ing in a library schocl accredited tay the A.L.A., and not 3-ess than four 
year 3 of appropriate professional experience in a library of recognized 
standing two of which have teen in Professional Grade 3; or 

Graduation from a college or university approved ty an accrediting 
association of more than state-wide standing, including one year* of 
training in a library school accredited by the A.L.n. , and not less 
than six years of appropriate professional experience in .a library 
of recognized standing two of 'which have Deen in Professional Grade 
3; or 

Equivalent qualifications 


Grade 5 Professional Service 

lypical positions in this grade 

Chief Catalog Librarian - Class C Catalog Department (see p. 26) 

Chief Circulation Librarian - Class D Circulation Department (see p. 38) 
Chief Librarian (or Director) - Glass 2 Libraries (see p. 16) 

Chief Reference Librarian - Class C Reference Department (see pp. 61-62) 


Minimum salary schedule 

At least that of Professional Grade 5 


Mi n imum qualifications 

Graduation from a college or universit;/ approved by an accrediting 
. association of more than state-wide standing, plus three years of train- 
a ''library- 'School accredited ty the A.L.A., including the posses- • 
degree, and not less than two -years of appropriate 
: sdi’ in a 'library of recognized, standing two of which 
fipfessicmal Grade 4j or ; ')■ ,; v , -v ' ■ 

. ^ college: or ■ univeheMy . approved ; by an accrediting;. , 
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Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A. and an additional 
year of graduate work culminating in a master's degree in a subject 
field., and not less than four years of appropriate professional experi- 
ence in a library of recognized standing two of which have been in 
Professional Grade 4 or four of which have been in Professional Grade 
3j or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A»L*A», and not lsss than six 
years of appropriate professional experience in a library of recognized 
standing two of which have been in Professional Grade 4 or four of which 
have been in Professional Grade 3; or 
Equivalent qualifications 


Grade 6 Professional Service 


Typical positions in this grade 

Associate (or Assistant) Chief Librarian - Class 5 Libraries (see p* 21) 
Chief Librarian (or Director) - Class 3 Libraries (see p* If) 


Minimafi salary schedule 

At least that of Professional Grade 6 
Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus three years of train- 
ing in a library school accredited by the A»L*A», including the posses- 
sion of the doctor's degree, and not less than four years of appropriate 
professional experience in a library of recognized standing two of which 
have been in Professional Grade 5 or four of which have been in Profes- 
sional Grade 4| or ■ ■ ; ^ 

Graduation from a college or university approved by an accrediting 
association of sore than stated-wide standing, plus one year of training 
in a library school accredited by the , fa ffiljtjl; , additional gradu&te ^ 

work culminating in a doetor* s degree in a subject field, and not less 
than four years of appropriate professionalexperience m a library of 
• recognised standing two of which have been in Professional Grade 6 or 

11 ,1 1 N W , V L ' I i..u: ’ 
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Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A. L. A. and an additional 
year of graduate work culminating in a master's degree in a subject 
field, and not less than six years of appropriate professional experi- 
ence in a library of recognized standing two of which have been in 
Professional Grade 5 or four of which have been in Professional Grade 
4 or six of which have been in Professional Grade 3; or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one year of train- 
ing in a library school accredited by the A.L.A., and not less than 
eight years of appropriate professional experience in a library of 
recognized standing two of which have been in Professional Grade 5 or 
four of which have been in Professional Grade 4 or six of which have 
been in Professional Grade 3; or 
Equivalent qualifications 


Grade 7 Professional Service 

Typical positions in this grade 

Associate (or Assistant) Chief Librarian - Class 6 Libraries (see p. 22) 
Ghief Librarian (or Director) - Class 4 Libraries (see p. 18 ) 

Minimum salary schedule 

At least that of Professional Grade 7 


Minimum qualifications , 

JHnisuffl requirements the same as for Professional Grade- 6 (see pp. 10?-10), 
^^appropriate professional experience in a library of recognized ""'l 


|otet It is recognized that the duties and responsibilities of the posi- ' $ 
cl ^ s 8X0 speh that a definite statement of the number of 
J 8 ®!! to qualify tends to be academic. In the' poSi^'-ll 
i»1Mt|,ehssS personal qualifications and proved ability Should ll'yS 
S^Kjer-'bf years ■<$£ experience. 

*■ ' i , - if;; '; f ;; ■/« ,■ ;■ , • , ; ' u[ ii -, , , 

: A - ■■■ : 1( . 1 (i , , .. 

' Wattesiaai •>;! '?■«! Ssfe? ;■ . 

-rA . 

t 1 # 1 r $ n fa * , 

see p. 19 ) 

t*/ -y * 






in 


Minimum qualifications 

Minimum requirements the same as for Professional Grade 6 (see pp. 109-10), 
with appropriate professional experience in a library of recognized 
standing. 

Note: It is recognized that the duties and responsibilities of the posi-* 
tions 'in this class are such that a definite statement of the number of 
years of service required to qualify tends to be academic. In the posi- 
tions in this class personal qualifications and proved ability should 
always outweigh number of years of experience. 


Grade 9 Professional Service 

Typical positions in this grade 

Chief Librarian (or Director) - Class 6 Libraries (see p. 20) 

Minimum salary schedule 

At least that of Professional Grade 9 

Minimum qualifications 

Minimum requirements the same as for Professional Grade 6 ( see pp. 109-10) * 
with appropriate professional experience in a library of recognized 
standing. 

Note: It is recognized that the duties and responsibilities of th® posi- 
tions in this class are such that a definite statement of the number of 
years of service required to qualify tends to be academic. In the posi- 
tions in this class personal qualifications and preyed ability should 
always outweigh number of years of experience. 




ACCREDITED LIBRARY SCHOOLS 


Appendix A 


The Board of Education for Lifcrarianship has classified and accreaited the 
following library schools under the Minimum Requirements. for Libr ary Schools 
adopted by the Council in October 1333. 

New York State College for Teachers, Department of Librarian ship, Albany 
Atlanta University, School of Library Service, Atlanta, Ga. 

University of California . School of Librarian ship, Berkeley 

Catholic University of America, Department of Library Science, Washington, D. C. 
University of Chicago . Graduate Library School, Chicago, Hi. 

Columbia University, School of Library Service, New York, N, I. 

Texas State College for Yemen, Department of Library Science, Denton 
University of Denver . College of Librarian ship, Denver, Colo. 

Drexel Institute of Technology, School of Library Science, Philadelphia, Pa. 

Emory University, Library School, Emory University, Ga. 

Kansas State Teachers College of Emporia , Library School 

New York State Teachers College, Department of Library Education, Ggneseo 

University of Illinois . Library School, Urban a 

University of Kentucky . Department of Library Science, ^exing ton 

Louisiana State University, Library School, University Station, Baton Rouge 

McGill University, Library School, Montreal, Que. 

Marywood College, Department of Librarian ship , ocran+on, Pa. 

University of Michigan. Department of Library Science, Ann Arbor 
University of Minnesota . Division of Library Instruction, Minneapolis 
New Jersey College for Women, Library School, New Brunswick 
University of North Carolina , School of Library 1- Science, Chapel Hill 
University of Oklahoma , School of Liorary science , Norman 

Our Lady of the Lake College, Department of Library Science, San Antonio, Tex. 
George Peabody College for Teachers, Library School, Nashville, Tenn. 

Carnegie Institute of Technology, Carnegie Library/ School, Pittsburgh , Pa. 

Pratt Institute, Library School, Brooklyn, N. Y. 

Rosary College, Department of Library 1- Science, River Forest, 111. 

College of St. Catherine . Library School, St. Paul, Minn. 

Simmons College, School of Library Science, Boston, Mass. 

University of Southern California , Graduate School of Library Science, Los Angeles 
Syracuse University, School of Library Science, Syracuse , d. Y. 

University of Toronto , Ontario College of Education, Library School, Toronto, Ont. 
University of Washington , School of Librarianship, Seattle 
Western Reserve University, School of Library Science, Cleveland, Onio 
College of William and Mary , Department of Library Science, Williamsburg, Va. 
University of Wisconsin . Library School, Madison 

ACCREDITED LIBRARY SCHOOLS NO LONGER IN EXISTENCE 

New York State Library' - School, Albany (Merged with Columbia University, School 
of Library Service) 

Carnegie' Library of Atlanta , Library School, Atlanta, Ga. (Transferred to 
Emory University and continued as Emory University Library School) 

North Carolina College for Women, Department of Library Science, C-reensbor o 

(Discontinued) _ . . , 

Hampton Institute, Library School, Hampton, Va. (Discontinued) 

Los Angeles -Library School, Los Angeles, Calif. (Discontinued) , , „ „ , . 

New York Public Library, Library School, Hew York, N. I. (merged with Columbia 
University, School of Library Service) 

St. Louis Library School, St. Louis, Mo. (Suspended) 
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FOREWORD 


It is now more than thirty years since modern concepts of position 
classification on the basis of duties and responsibilities were initiated by 
the City Civil Service Commission of Chicago® It is well over fifteen years 
since the first library classification and pay plan was proposed by the 
.American Library Association. In the years since 1910 position-classification 
has become an inescapable and highly standardized part of personnel manage- 
ment, both public and private. In recent years the wide-ranging research 
program of the United States Employment Service in writing specifications 
for industrial positions has gone far to extend the idea of duties classifi- 
cation to many phases of industrial employment which had hitherto been neg- 
lected. 

There can be no doubt concerning the value of position-classification to 
libraries, public or private, university or other. The necessity of careful 
description and orderly arrangement of positions increases steadily with the 
size of the institution, but few libraries can be so small as not to benefit 
from order and care in the description Mid management of the positions re- 
quired for their operation. In large libraries and in the world of the li- 
brary profession generally it is now apparent that a systematic and reasonably 
uniform structure of clearly defined positions is one of the principal requi- 
sites for a career service. 

Any classification and pay plan necessarily reflects the established 
patterns of employment in any given society at any given time. In a society 
changing as swiftly as is that of the western world, a classification and pay 
plan may be called upon to respond to rapidly changing professional and eco- 
nomic situations. Salary scales how appropriate may be thrown out of line 
by marked changes in the cost of living. The role of the library profession 
may expand substantially in the next decade and require reconsideration of 
present specifications. 

Furthermore, the function of overhead management may also expand in the 
larger public and private libraries of the country. Experience has demon- 
strated that a serious weakness in the field of government has been failure 
to provide adequate top management and management assistants. The number of 
administrative assistants is now rapidly increasing, and in any large organ- 
ization a considerable number are required. It appears from the specifications 
in this study that the great bulk of the work of overhead administration is 
to be entrusted to the Chief Librarian and to the Associate Librarian. One 
classification. Assistant to the Chief Librarian, is set up to assist in the 
tasks of overhead management# It may be suggested that as the functions and 
services of libraries expand, more positions with specialized administrative 
tasks to perform may be required. 

Class specifications have become highly standardized in form, if not in 
content. They are typically additive in character and often fail to give a 
really illuminating picture of the relative weight of responsibilities of the 
position. This aspect of specification writing happens to be well illustrated 
by the specifications for Librarian and Associate Librarian contained in this 
excellent study. The scope of their duties is large, but it is impossible 
to ascertain whether these’ offices are conceived as being primarily concerned 
with internal administration, with book selection and client reading habit 
study, or with the outside contacts which are so important in any library. 

v 



Perhaps we ought not to expect duties specifications to assist maua.gein.ent in 
this respect, and the illustration is selected not with the purpose of _ 
suggesting any criticism hut rather to indicate that the position^classifi— 
cation plan alone does not tell all that needs to be understood with respect 
to managerial duties# 

A study of this kind marks a definite milestone in the development of any 
profession. That it will be extremely useful to college and university li- 
braries cannot be doubted. In a recent thesis at the Graduate Library School 
of the University of Chicago entitled "Civil Service and Public Libraries," 
Herbert Goldhor reached the conclusion that much progress remains to be made 
in effective classification of library positions, so far as public libraries 
are concerned. Presumably much the same conclusion could be drawn with respect 
to the libraries of private educational institutions. 

Herein are contained the fundamental standards for good library personnel 
administration. Reconsidered from decade to decade, they not only furnish 
the solid foundation on which effective library work is maintained but, from 
another point of view, serve as documentary records of the rising standards 
of library administration. 


Leonard D. White 

Professor of Public Administration and 
Chairman, Administrative Committee, 
Department of Political Science 
* University of Chicago 


Chicago, 
Illinois 
May 14, 1943 
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program of the United States Employment Service in writing specifications 
for industrial positions has gone far to extend the idea of duties classifi- 
cation to many phases of industrial employment which had hitherto been neg- 
lected. 

There can be no doubt concerning the value of position-classification to 
libraries, public or private, university or other* The necessity of careful 
description and orderly arrangement of positions increases steadily with the 
size of the institution, but few libraries can be so small as not to benefit 
from order and care in the description and management of the positions re- 
quired for their operation* In large libraries and in the world of the li- 
brary profession generally it is now apparent that a systematic and reasonably 
uniform structure of clearly defined positions is one of the principal requi- 
sites for a career service* 

Any classification and pay plan necessarily reflects the established 
patterns of employment in any given society at any given time. In a society 
changing as swiftly as is that of the western world, a classification and pay 
plan may be called upon to respond to rapidly changing professional and eco- 
nomic situations. Salary scales now appropriate may be thrown out of line 
by marked changes in the cost of living. The role of the library profession 
may expand substantially in the- next decade and require reconsideration of 
present specifications. 

Furthermore, the function of overhead management may also expand in the 
larger public and private libraries of the country. Experience has demon- 
strated that a serious weakness in the field of government has been failure 
to provide adequate top management and management assistants. The number of 
administrative assistants is now rapidly increasing, and in any large organ- 
ization a considerable number are required. It appears from the specifications 
in this study that the great bulk of the work of overhead administration is 
to be entrusted to the Chief Librarian and to the Associate Librarian* One 
classification. Assistant to the Chief Librarian, is set up to assist in the 
tasks of overhead management* It may be suggested that as the functions and 
services of libraries expand, more positions with specialized administrative 
tasks to perform may be required* 

Class specifications have become highly standardized in form, if^not in 
content. They are typically additive in character and often fail to give a 
really illuminating picture of the relative weight of responsibilities of the 
position. This aspect of specification writing happens to be well illustrated 
by the specifications for Librarian and Associate Librarian contained in this 
excellent study. The scope of their duties is large, but it is impossible 
to ascertain whether these offices are conceived as being primarily concerned 
w Internal administration, with book selection and client reading habit 
study, or with the outside contacts which are so important in any library. 
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Perhaps we ought not to expect duties specifications to assist management in 
this respect, and the illustration is selected not with the purpose of 
suggesting any criticism hut rather to indicate that the position-classifi- 
cation plan alone does not tell all that needs to be understood with respect 
to managerial duties* 

A study of this kind marks a definite milestone in the development of any 
profession# That it will be extremely useful to college and university li- 
braries cannot be doubted* In a recent thesis at the Graduate Library School 
of the University of Chicago entitled ft Civil Service and Public Libraries, n 
Herbert Goldhor reached the conclusion that much progress remains to be made 
in effective classification of library positions, so far as public libraries 
are concerned* Presumably much the same conclusion could be drawn with respect 
to the libraries of private educational institutions. 

Herein are contained the fundamental standards for good library personnel 
administration. Reconsidered from decade to decade, they not only furnish 
the solid foundation on which effective library work is maintained but, from 
another point of view, serve as documentary records of the rising standards 
of library administration* 


Leonard D. White 

Professor of Public Administration and 
Chairman, Administrative Committee, 
Department of Political Science 
University of Chicago 


Chicago, 
Illinois 
May 14, 1945 



INTRODUCTION TO SECOND EDITION 


Classification, in library work, consists in placing the books and other 
materials on the same subject in the same class and assigning the same class 
number to them. Position-classification in personnel administration is 
placing in one class all positions which are similar in nature and diffi- 
culty of duties and in weight of responsibilities and which require similar 
preparation and personal traits. Such positions are given the same descrip- 
tive class title' and are called a class of position, A position-classification 
plan brings together in a logical pattern the classes Oj. positions of an 
institution or group of institutions and shows their relationship to one 
another and to the entire group. In addition it aids in recruitment, fur- 
nishes a satisfactory basis on which to develop a pay plan, facilitates pro- 
motion and transfer procedures, aids in developing service rating and train- 
ing programs, assists in improving organization, and provides the foundation 
on which to build good employee-management relations and all other parts of 
a system of sound personnel administration. 

In this presentation of Classification and Pa y Flans for libraries in 
Institutions of Higher Education the institutions have been divided into 
three groups: non-dagree-conf erring institutions, degree-conferring four- 
year institutions and universities. The classification and pay plan for each 
group has been issued as a separate volume, each self-contained. 

Historical Background 

The American Library Association and several state library associations 
have been working on classification and pay plans for libraries for a number 
of years. In 1927 the report of the Bureau of Public Personnel Administration 
to the A.L.A. Committee on the Classification of Library Personnel was issued 
under the title Proposed Classification and Compensation Plans for Library 
Positions, often referred to as the Telford report. In 1929 a subcommittee 
of the "A»’L*A. C ommi ttee on the Classification of Library Personnel brought 
out Budgets, Classifi cation and Compensation Plans for University and College 
T,i hravi ab which superseded that part' of the Telford report which dealt with 
colleges and universities* 

The A.L.A. Board on Salaries, Staff and Tenure published Classification 
and Pay Plans for Municipal Public Libraries in 1939 as its first contribution 
to the series of classification and pay plans for all types of libraries which 
it planned to issue to fulfill one of the functions assigned it by the A*L.A* 
Council, 

In the spring of 1939 the Association of College and Reference Libraries, 
which was then a section and is now a division of the A.L.A., appointed a 
Committee on Budgets, Compensation and Schemes of Service and in dune 1939 
the A.L.A. Board on Salaries, Staff and Tenure appointed its Subcommittee^ 
on Budgets, Compensation and Schemes of Service for Libraries Connected with 
Universities, Colleges, and Teacher Training’ Institutions, The membership 
of the committee of the A.C.R,L, and of the subcommittee of the board were 
identical. Classification and P ay Plans for Libraries in Institutions of 
Higher Educaiion "has been prepared by this subcommittee working in conjunction 
with members of "the A.L.A. Board on Salaries, Staff and Tenure, 
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The subcommittee acknowledges its indebtedness to the classification and 
pay plans previously mentioned; these have been of inestimable value in the 
preparation of the present plans. It also owes much to librarians in the 
field, whose criticisms and suggestions have been most helpful# For per— 
mission to quote the section for pages 5-6 of Position-Glassification in 
the Public Service the subcommittee thanks the Civil Service Assembly of the 
United States and Canada* 

Objectives 


The major objectives of this present publication are: 

1. To develop classification and pay plans for libraries in 
institutions of higher education; 

2. To establish certain minimum personnel standards for these 
libraries. 

Scope of the Project 

This study is limited to positions in the professional and related cler- 
ical services in libraries of institutions of higher education. It has 
omitted certain administrative specifications for the clerical service and 
has not touched upon the building maintenance, binding or printing services. 

Each of the three books treats with a classification and pay plan for one, 
of the three groups of institutions (non-degree-conferring, degree-conferring 
four-year, universities)* Each book contains four sections: (l) Classes of 
Libraries, (2) Classes of Departments, (3) Personnel Specifications for 
Library Positions in the Professional and Clerical Services, and (4) Standards 
of Education, Experience and Pay for Personnel Grades. 

The project as originally planned included only those standards which affected 
the library personnel, namely those which were needed to determine the size, 
organization, qualifications and compensation of the staff. In December 1940 
the Board of Directors of the A.C.R.L. approved the inclusion of other material 
to make possible the self-evaluation of a library. These additions were items 
about the building, qualitative appraisal of book stock and special service 
factors. 

Before the enlarged program could be completed this country entered the war. 
When the subcommittee met in December 1941 the members were firmly convinced, 
that the classification and pay plan would be of great value to libraries dur- 
ing the war period and was therefore needed immediately. They were of the opin- 
ion, however, that the war might affect libraries in institutions of higher 
education so drastically that it would be unwise to issue the self— evaluating 
score card until after the war. Both the A.L.A. Board on Salaries, Staff and 
Tenure and the Board of Directors of the A.C.E.L* approved the subcoirmittee ’ s 
proposal to complete the classification and pay plan at the earliest possible 
date and to postpone until after the war the publication of the self-evaluating 
score card. It is hoped that the score card may be completed and published 
after the; war as much work has already been done on the sections on building, 
qualitative and quantitative appraisal of book stock and special service factors, 
as well ae for that section on staff* : 

Methods of Procedure 

I 1 

The subcommittee has held 9 work meetings, each of which has been 2 or 
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-ore days in length and totaling more than 70 sessions. Open meetings 
for suggestions and criticisms of the work under way were held at the 1940 
Cincinnati Conference, 1940 Midwinter Conference, 1941 Boston Conference and 
1541 Midwinter Conference. Lfeetings have also been held with various inter- 
ested groups such as librarians of teacher training institutions, representa- 
tives of professional library associations and the Subcommittee on College 
and University Library Buildings of the A. L. A , Committee on Library Archi- 
tecture and Building Planning. The committee working on classification and 
pay plans for the American Association of Law Libraries cooperated by furnish- 
ing job analyses for 14 law school libraries and statistical information, 
and by sending a representative to three meetings of the subcommittee. 

At the San Francisco Conference in June 1539 the subcommittee studied 
various classification and pay plans which were prepared for or included 
libraries and made plans to undertake a job analysis of a group of libraries 
in junior colleges, four-year colleges, universities and teacher training 
institutions. This job analysis was made in the fall of 1939 by approximately 
25 cooperating libraries and at a later date by 14 libraries in schools and 
colleges of law. (The form used for the job analysis appears as Appendix 3.) 

In March 1940 a first preliminary report, "Classification and Pay Plans 
for Libraries in Junior Colleges, Four-Year Colleges, Universities and 
Teacher Training Institutions— First Rough Draft of Section on Classes of 
Libraries" was sent for comment to approximately 250 librarians. The sug- 
gestions and criticisms received were incorporated whenever possible. 

In order to obtain the opinion of educators as well as librarians on the 
desirable weights which should be given the four sections of the score card 
(books, staff, special service factors and building) 36 college presidents 
were invited to state their preferences for various weights proposed. 

In August 1941 a second draft was issued as "Classification and Pay Plans 
for Libraries in Institutions of Higher Education." This draft containing 
150 pages included sections on Classes of Libraries, Classes of Departments, 
Standards of Education, Experience and Pay for Personnel Grades, Specifi- 
cations for Positions and Score Card. Approximately 200 copies of this draft 
were sent out for criticism. They were accompanied by a questionnaire asking 
the librarians to test the plan for their own libraries. The response was 
most generous and helpful* 

After the A.L.A. Board on Salaries, Staff and Tenure and the Board of 
Directors of the A.C.R.L., in December 1941, approved the curtailment of the 
project to its original scope, the subcommittee removed all standards not 
having a direct relationship to the size, organization and qualifications of 
the staff from the section. Classes of Libraries, and dropped the entire 
Score Card Section. 

The progress of the work has been reported at the open meetings of the 
subcommittee, at regular meetings of the Board of Directors of the A.C.R.L., 
at general and section meetings of the A.C.R.L. , in the annual reports of 
the A.L.A. Board on Salaries, Staff and Tenure, and in articles in Colle ge 
and Research Libraries and School said Society . 

Constant reliance has been pla ced on the advice and help of members of the 
library profession and of other educators in the preparation of these plans. 
Criticisms have- been solicited at various stages in the work and the response 



has been very gratifying and most helpful. Hundreds of communications, both 
personal and by letter, were received from librarians, college presidents, 
officers of accrediting agencies and other interested educators. 


These plans, therefore, reflect the criticism and suggestions received 
from a large number of interested persons and should be helpful to all 
institutions of higher education in drawing up plans for their libraries* 


In June 1946 the A.L.A. Council adopted a revised basic^minimum pay plan 
for Classification and Pay Plans for Libr aries in Institut ions of Higher 
Education and C lassification and PayTlans fgr_ Munici pal Publi c Ubrar^ea. 
This revised basic minimum pay plaiT'was recommended by the A*L*A* Board on 
Personnel Administration (formerly called the A.L.A. Board on Salaries, Staff 
and Tenure) after consultation with all of the A.L. A. divisions# 


At its meeting in June 1946 the A.L.A. Board on Personnel Administration 
decided that work should be continued on the parts of the plans omitted be- 
cause of the war. It therefore appointed a subcommittee to work with the 
representatives of the board on the preparation of these sections. The 
members of the A.C.R.L. Committee on Budget, Compensation and Schemes of 
Service were again asked to serve as members of the board 1 Subcommittee on 
Budgets, Compensation and Schemes of Service for Libraries in Institutions 
of Higher Education. 


In December 1946 on recommendation of this subcommittee the A.L.A. Council 
adopted revised figures in estimating the expenditures for staff salaries and 
for books, periodicals and binding. The revised basic minimum pay plan and 
revised figures for expenditures have been incorporated in this second edi- 
tion. 


The subcommittee is now at work preparing the self- evaluating score card 
and a classification plan for professional school libraries which will be 
published separately. The members of the subcommittee working on these 
projects are David H. Clift, chairman, Mary Vick Burney, Ralph M. Dunbar, 
Charles R, Flack, Edward Geier Freehafer, Flora B. Ludington, Ralph Halstead 
Parker, Ruth Tarlton Power, Fremont Rider, Eugene H. Wilson and Eleanor M. 
Witmer. The representatives of the A.L.A* Board on Personnel Administration 
working with the subcommittee are Edward B. Stanford, chairman, David H. 

Clift and Hazel B* Timmerman, executive assistant. 

Purpose of the Plans 

Personnel administration is one of the major concerns if not the major 
concern of library administration. Classification of positions is a basic 
tool in personnel administration — as basic as is the classification of 
books and other materials in library work. Classification and pay plans are 
as essential to good administration and management in libraries as they are 
in business, industry and government. 

A classification plan is not only of value in recruiting and certification 
but it also has many other uses in personnel administration. These are 
stated in Position-Classification in the Public Service"*- as follows* 


‘■^Civil Service Assembly of the U. S. and' Canada. Position-Classification 
in the Public Service; a rep ort submitted to the Civil' 'Service- Assembly by 
the Committee on Po s ition-Cla ss ifi cat ion and Pay Plans in 'the Public Service ; 
tsmar Baruch, chairman. l94l. ' The Assembly, 1315 East 60t'h Street, Chicago. 
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"Position-classification is an administrative instrument of wide useful- 
ness and value in personnel administration. It groups individual positions 
into classes of positions on a oasis that has real meaning in personnel 
administration. "By emphasizing an impartial scientific approach, it helps 
avoid a purely personalized treatment of work and pay problems. It aids 
recruiting and testing authorities by making it possible to hold. tests for 
classes of positions instead of a larger number of tests for individual 
positions having immaterial differences and by furnishing for each class a 
picture of the work to be performed and a statement of qualification - .■ 
requirements. In its use as a sound basis for a fairly administered pay. plan, 
it serves the interests of the people, the tax payers, the operating offi- 
cials, and the employees. Its system of class titles constitutes a uniform 
job language defined in class specifications, which in itself provides a base 
for common understanding among all those agencies and officials having to 
do with personnel administration. It facilitates the preparation of in- 
formative budgets for personal services; clarifies promotion and transfer 
transactions; aids in developing service rating plans and training programs; 
aids in planning, clarifying, and improving organization; facilitates the 
development of good employee-management realtions; and makes it possible to 
keep significant service records and ccsnpile meaningful personnel statistics. 

"In these and many other ways it serves as a facilitating instrument for 
personnel management and administrative operation, and as a specific tool 
for conducting many types of transactions involving the public, present and 
prospective employees, operating officials, accounting, budgeting and 
appropriating agencies, and the personnel agency of the jurisdiction. It 
is this broad usefulness which makes a well prepared, currently maintained 
classification plan for positions the keystone in a sound system of public 
personnel administration.” 

The selection and retention of able, courteous and efficient personnel 
is of major importance to those responsible for library administration. If 
professional workers of desirable calibre are to be attracted to and re- 
tained in library service in institutions of higher education they must.be 
fully informed of the duties and responsibilities involved in the positions 
in this field, of the qualifications required, the rates of pay and the pro- 
motional opportunities. 

Similarly the establishment of standards for personnel as set up in these 
classification and pay plans and other library tools will act as a strong 
factor in recruiting men and women with desirable educational and personal 
background to the library field. 

Library groups enga ged in setting up certification requirements and 
standards will find this material helpful* 

After the positions which are similar in nature,, difficulty of duties 
and weight of responsibilities have been grouped together as a olass of 
position they are given a class title as Intermediate Circulation Librarian 
or Junior Reference Librarian. It is only after the position-classification 
plan has been made that a pay plan can be drawn up which will assure equal 
pay for equal work. For this reason a carefully prepared classification plan 
based on an actual job analysis of the work performed should be a first step 
in the organization of any library. 

A classification plan once developed is not static* It is constantly 
altered to meet .the changing conditions in the library. Certain positions 
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may be eliminated, others added, and some combined. Furthermore duties may . 
be added or taken away from certain positions necessitating their reclassifi- 
cat-ion* 

In drawing up a pattern for libraries in institutions of higher education 
for the country as a whole, the subcommittee is in no sense attempting or 
recommending nation-wide regimentation. It believes that this pattern will 
serve as a guide to individual libraries in setting up plans to meet their., 
own particular situations. It is impassible to prepare a national pattern . 
which will fit any library without modification and adaptation. Each library 
ir, drawing up a“cTassif : ication and pay plan of its own should (l) study the 
pa-H-.arn aa't by the 'subcommittee,. U) maic e a job analysis of each .of it a po- 
sitions'." T3) develop i ts own classification plan based on the, job analysis , 
and (**-) prepare a pay plan based on the posit ion— classification plan . ^£he 
classification plan of the individual" library, while following the national 
pattern in certain respects will not do so in others.- It will, and should fit 
the specific library only. In all probability its classes of positions will 
be fewer than those in the national model. It may have positions which will 
combine certain duties- of two or three of the sample class .-specifications and 
other positions v/hich do not appear in the sample specifications. The classes 
of positions recognized and the duties and responsibilities of these positions 
will vary to meet the local situation. The grading of -the position may also 
vary. For example, the subcommittee automatically assigned Professional Grade 
2 or 3 to most departmental librarians and specialists. The individual . librar; 
having a large department of medicine, law, library science or microphotograph; 
for instance, might desire to set this up as a small department or .division an< 
determine the grade of the position of its chief in the same manner as the 
grades of other chiefs of departments. 

Classes of Libraries 

Some sort of a determination of a library’s service load is essential 
preparatory to the development of any plan, f or its organization. The subcom- 
mittee developed, after much testing, a method of computing the service load 
in terms of service units based on varying numbers of underclass and upper- 
class (undergraduate) students, honors students, graduate students and faculty 
members. This formula is as follows* 

Each underclass (undergraduate) student other than- honors students; 

is counted as ... • . 1 unit 

Each upperclass . (undergraduate) student other than honors students 

is counted as 2 units 

Each honors student is counted as 3 units 

Each graduate student is counted- as 4 units 

Each faculty member is counted a.s - . 5 units 

The details of procedure to he followed in determining the number of service 
units of any given library appear in the section, How-to Use This Book. 

Service unit load rules are not . to be .followed blindly. Lest this sub- 
committee* s suggestion of method for;' establishing the library's service load 
be misunderstood, seme points about it should be made elear. It is realized 
by ; the subcommittee that no determination of the service load of any library 
can be exactly determined by any method. of statistical computation. , The sub- 
committee further realizes that in the case of- very large universities, the- . 
m aking of such a service unit computation entails serious practical diffi- 
culties., -It is extreme }y difficult, for the larger educational institutions 
to deteiliin© - the . library 1 s . load'in terms of service units because of f actors 
such -as- leek of "miforaity':; in:; counting; part-time and part-year studeiits j and ■ 



faculty, varying definitions of honors and graduate -work, organizational com- 
plexity, to say nothing of the present day problems resulting from sheer 
numbers. 

The subcommittee would like to emphasize that this document is intended 
primarily for the hundreds of small and medium-sized institutions of higher 
education, not for very large universities. The organization of very large 
institutions is not only highly complex but also highly individualized. To 
make a standardized pattern fit them is difficult, if not impossible. 

Although such a publication as this is not expected to be immediately 
applicable to the practical needs of educational institutions of very large 
size or very special type, the subcommittee believes that, if it -be used 
with intelligent discrimination, it will prove of some value to them. This 
publication applied to the separate divisional or college units of a great 
university library, treating each unit as a separate entity, may be 
.helpful for purposes of comparison with other libraries. If an attempt is 
made to apply it to the university library as a whole, organizational com- 
plexity would make such application difficult* 

Finally, no library should feel obliged to use the service unit- method of 
establishing its own service load if it is able to devise a better one. On 
the other hand, it is obviously short sighted to throw this service -unit 
method out simply because many of the details of its computation have to. 
remain sheer estimate* A service unit load computation that is 70f a exact and 
30$ careful guesswork is, after all, more accurate than one that is 100$ 
guesswork. A library budget based on such a unit basis is, after all, more 
easily defendable to trustees and administrators than a budget based on un- 
checked precedent or on what may be really little more than sheer hunch. 

Even those institutions which find it difficult to compute a service unit 
load can use this document advantageously to assist in the development of its 
position-classification 'and pay plan. 

The libraries of institutions of higher education are arranged in six 
classes for non-degree- conferring and degree-conferring four-year institutions 
and in seven classes for universities. The number of service units which the 
library has as its service load determines in which one of the various classes 
the institution belongs* 

The section. Classes of libraries, has been included in the classification 
and pay plan in order to make a pattern for the country as a whole so that 
libraries having approximately the same service load will be required to meet 
the same minimum standards* 

For each of the classes of libraries are established certain minimum stand- 
ards which the library should meet* Those standards have been selected which 
affect, directly or indirectly, the size, organization and qualifications of 
the library staff. Obviously the number of positions, their variety, grading 
and distribution, the minimum qualifications required and the compensation 
paid are included in any standards dealing with positions and personnel* Other 
standards which indirectly affect the size and character of staff are also 
given— annual salary budget, book stock, annual book budget, hours of opening 
and- certain welfare and working conditions for the staff* 

•Standards for libraries in institutions of higher education vary greatly 
in'- .different parts of the country. Therefore the personnel standards used in 



the national pattern are necessarily at variance with local conditions in some 
institutions. It is felt, after considerable testing, that they do reflect 
average conditions throughout the country. 

While certain minimum personnel standar ds are set up in these classificat ion 
and""pay' ~plans7 "it "should he emphasized "that these standards are included, not 
for purposes of ac crediting, hut as a method of self-evaluation . 

Classes of Departments 

In the national pattern the subcommittee has provided for four departments 
(catalog, circulation, order and reference) for universities and degree-con- 
ferring four-year institutions, and for three departments (catalog and order, 
circulation and reference) for non-degree-conferring institutions. 

A department is defined as a major unit of the library system, set up to 
perform a definite function or set of related functions. It has its own staff, 
definite responsibilities and a head who is directly responsible to the Chief 
Librarian or the Associate (or Assistant) Chief Librarian. 

Departments have been broken down into one or more groups called classes of 
departments arranged according to the number of staff members in their full- 
time equivalent. The number of employees has been varied among classes in 
the various departments so that the positions of chiefs of all Class A Depart- 
ments in the same type of institution will have duties and responsibilities 
of equal weight. Therefore they have been assigned the same personnel grade 
and have been placed on the same salary schedule. Thus a Class A Circulation 
Department will have more positions than a Class A Reference Department but 
the duties and responsibilities of the two positions of chief will be equal 
in weight. 

The individual library, in preparing its own plans, may have the depart- 
ments as set up in the national pattern, a combination of them or even more 
departments, according to its own organization* 

Personnel Specifications for Li br ary Positions 

Personnel specifications have been prepared in the third section for a 
number of positions which are considered to be typical of those occurring in 
many libraries. They have been chosen to illustrate positions for all grades 
of the professional and clerical services. For each specification six items 
are given: (l) the class title, (2) the definition of the class of the posi- 
tion, (3) examples of the typical tasks performed, (4) the qualifications 
considered minimum for satisfactory performance of the work, (5) the grade of 
professional or clerical service to which the position has been assigned and 
(6) minimum salary schedule in terms of compensation paid on an annual basis. 

Personal traits as given on each specification do not attempt to enumerate 
the specific traits which are considered desirable for every library position 
such as intelligence, integrity, good health, pleasing voice and manner, 
attractive appearance, pleasing personality, interest in people, imagination, 
dependability, courtesy, physical and mental energy, dignity, ability to do 
team work and foroefulness. The traits which are used in the specifications, 
about twenty in number, have been arranged in alphabetical order as it would 
have been extremely difficult to arrange them in order of importance on each 
specification* The abilities, required follow, for the most part, the order 

used in enumerating the typical tasks performed* 



T e rri no logy 


The terminology used in the various specifications conforms as far as 
possible to that considered best in personnel practice. With four exceptions 
all class titles in the professional service include the word ’’librarian" to 
denote professional status. These exceptions are Archivist, Bibliographer, 
Instructor in the Use of the Library and Headers’ Adviser. Relative rank is 
shown as follows: Chief Librarian, Associate (or Assistant) Chief Librarian, 
Chief Circulation Librarian, Assistant Chief Circulation Librarian, Senior 
Circulation Librarian, Intermediate Circulation Librarian, Junior Circulation 
Librarian. ?he position. Junior Librarian, is of the lowest grade in the 
professional service on the general staff, whereas that of Junior Reference 
Librarian is of the lowest professional grade in the Reference Department, 
Relative rank in the clerical service is shown from the class titles: Head 
Circulation Library Clerk, Senior Circulation Library Clerk, Junior Circula- 
tion Library Clerk. In the non-degree-conferring institutions no provision 
has been made for Head Library Clerks either for the general staff positions 
or in any department. 

Several changes in terminology have been made in these plans from, those 
issued by the A.L.A. Board on Salaries, Staff and Tenure in 1939 for. public 
libraries. . Four warrant special mention. The class title. Junior Librarian, 
in the present plans corresponds with that of Hinor Junior Librarian in. the 
public library plans. Both are Professional Grade 1, the lowest grade in the 
professional service. Intermediate Librarian in the present plans and Junior 
librarian in the public library plans coincide and are Professional Grade 2.. 
The class titles Catalog Librarian (Reviser), Catalog Librarian (Specialist In 
a Subject or Language Field) -and Classification Librarian are used in these 
plans whereas Catalog Reviser, Catalog Specialist in a Subject or Language 
Field and Classifier were used in the public library plans. Thus in the pre- 
sent plans another step has been taken towards following good personnel pro- 
cedure and using the word "librarian” in professional class titles. 

To denote that different classes of positions require a specific type of. 
knowledge in varying degrees, a somewhat arbitrary series of descriptive adjec 
tives and nouns have been used which have been varied somewhat for different 
types of knowledge. As an illustration, acquaintance, familiarity, under- 
standing, knowledge, working knowledge, good knowledge, broad knowledge, 
extensive knowledge, and thorough knowledge have been used, with acquaintance 
considered the lowest requirement and thorough know le dge the highest. 

Standards of Education, Experience and Pay for Personnel Grades 

A definite scheme has been followed so that this section for all three 
groups of institutions of higher education will dovetail and will also corre- 
late with the same section in Classification and Pay Plans for Mhnicip&I 
Public Libraries issued by the A.L.A. Board on Salaries, Staff and Tenure in 
1939. 

Two services, professional and clerical, have been set up for institutions 
of higher education. The public library plans included the subprofessional 
service also. After the job analyses revealed that in libraries in institu- 
tion? of higher education this service was rarely utilized, librarians of a 
large number of institutions were consulted to determine whether this situa- 
tion was general. As this proved to be the case the subprofessional service 
was omitted fra®, these plans. 
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Grade 1 - *1350 $1410 $1470 

2 - 1470 1530 1590 

3 - 1650 1710 1770 §1830 01890 

Although definite salary schedules have been provided for clerical service, 
from which hourly rates for student assistants performing clerical work are 
derived, compensation for such work should be dependent as well on that paid 
for like work in the institution* 

All the standards set up are minimum standards * lb is hoped that the in- 
dividual library will take these minimum schedules as a basis for devising a 
pay plan more applicable to its particular situation. It is expected that 
average and better than average libraries will exceed these minimum salary 
schedules for the various grades. 

The revised basic minimum pay plan for municipal public libraries differs 
from t h a t used for libraries in institutions of higher education as six in- 
stead of three clerical grades are set up in the municipal public libraries 
plan. The subcommittee is of the opinion that Clerical Grades 4-6 do not 
usually exist in libraries in institutions of higher education because the 
central college or university administration normally provides the library 
with the services performed in these grades in public libraries* As the very 
large university libraries may have such positions the minimum salary schedules 
for these grades are given for the information of such libraries* 

Clerical Service 

Grade 4 - §1830 §1890 §1950 $2010 $2070 

5 - 2010 2130 2250 2370 2490 

6 - 2370 2490 2610 2730 2850 

Professional Schools 

The subcommittee has given much time and thought in its effort to set up 
classes of professional school libraries such as law and medicine-— particularly 
when these schools are part of a university plexus* The service unit formula 
was tried as was also a combination of it and a student formula. The sub- 
committee is again at, work trying to solve this problem. 

As has been mentioned, several of the national professional library associa- 
tions were also consulted but they were at that time unable to suggest a 
satisfactory solution to the problem* Therefore until such time as a satis- 
factory classification can be made which will be applicable to the various 
types of professional school libraries, it is suggested that each professional 
school library study its relationship to the university library system and 
determine its own Classification while hearing in mindi 

1. Whether the professional school library is independently staffed; 

2* Whether the preponderant bulk of the library's total book and peri- 
odicals materials in its field is housed in the professional school 
library; 

3* Whether the professional school library has sufficient reading rocaa 
seating capacity to Serve its special clientele properly; 

4. Whether certain types of work ’such as ordering and cataloging are 
done in the professional school library or at the central library; 
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5. Vihat proportion of the students of the professional school use the 
facilities of other libraries, on or off the campus, and the extent 
of such use; 

6. '-'/hat proportion of students not in that professional school use the 
facilities of that professional school library and to what extent. 

After consideration is given to these points the specific professional 
school library can be classified in relation to the other departments of the 
university library system and its positions graded accordingly* 

Future Revisions 

Classification and pay plans can not be static but must be adjustable and 
changing to reflect current duties and responsibilities. Post war conditions 
may well accelerate such changes. 

After these plans are in use certain inconsistencies and imperfections will 
no doubt be brought to light. The subcommittee will therefore welcome sug- 
gestions and criticisms in regard to the plans. Revisions to meet future 
needs will be essential. 




HCW TO USE THIS BOOK 


I. Cla ssify the institution . 

In the preparation of Classification and Pay. Plans f or Libraries in 
Institutions of Higher Education the institutions, have "been divided 
into three groups: non-degree- conferring institutions, degree-conferring 
four-year institutions and universities. ^ The classification and pay 
plan for each group is issued as a separate hook. 

Non- degree -conferring institutions include junior colleges, two-year 
and three-year normal and teacher training institutions, and technical 
institutions above the high school level that do not confer a bachelor 1 s 
or higher degree. 

Degree-conferring four-year institutions offer primarily a program 
leading to the bachelor’s degree and may or my not also offer addi- 
tional work leading to a master’s degree. These include both liberal 
arts colleges and teacher training and other professional colleges. 

Universities offer greduate academic work leading to the master’s 
degree and doctor’ s degree and professional education leading to 
the various professional degrees and may or may not also include 
undergraduate curricula leading to the academic baohelor’ s degrees. 

Select the book which treats the class of institution under considera- 
tion. Each book is so set up that the material in it applies only to 
libraries in that group of institutions. The other books will not apply 
to the library under consideration. 

II. Establish the library’s service load 

The first step in establishing the service load is to obtain the number 
of students and faculty members both full time and part time in the follow 
ing categories: underclass (undergraduate) students, upperclass (under- 
graduate-) students, honors students, graduate students, full-time faculty 
members and irregular faculty members. For unif ormity the figures should 
be obtained at a specific time such as the third week of the semester and 
summer session. All calculations are based on the service load of the 
library. It is therefore essential that care be take© at the outset to 
obtain as . exact' figures ■ as possible# .■» t i ' . 


'■ ( The following definitions of students 
of the 'AmsrieSBi J 


and : faculty are based . on those 


mim. 
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Graduate student is one who has been awarded at least one bachelor 1 s 
degree and is ^pursuing graduate work# 

Professional student is one enrolled in & professional school and 
should be classified on the preceding bases namely as underclass* 
upperclass* honors or graduate# Thus students in professional 
schools are to be counted as graduate students if the school is 
on a graduate basis (e#g#, most medical colleges) but as under- 
graduate if they are not *e#g., many agricultural schools)# 

Full-time student is one carrying a load of at least 15 credit 
hours a week or the minimum specified by the institution# 


Irregular student is one taking summer, extension, juight, part- 
time and other Tr regular work and should be classified by pre- 
ceding standards but counted in terms of the full-time equivalent 
according to the number of credit hours taken# 


Faculty member is a full, associate or assistant professor or an 
instructor who teaches the normal full load or who supplements a 
part-time teaching load with a research assignment# 


Full-time faculty member is one carrying a 15 hour teaching load 
or the minimum specified by the institution# 


Irregular faculty member is a part-time or visiting faculty member 
or one who teaches only in a summer session or extension courses 
and who is not otherwise employed by the institution# He should 
be classified on the preceding bases and according to the number of 
hours taught and in terns of the full-time equivalent* 


For the regular session take the number of part-time students in each 
category and the number of part-time faculty and turn these numbers into 
their full-time equivalent* If a full-time student in the institution is 
required to carry a load of 15 credit hours a week, count as full time 
all students taking this amount* If, however, 12 credit hours or some 
other number are required, use that figure* Using 15 credit hours per 
as the basis of this discussion, 5 part-time students taking 3 

bbUrs a week of courses of underclass (undergraduate ) level would 
be cbuhted as 1 full-time student# Similar!^, 5 students taking 5 hours, 
t -xxt ; ftfStei* ** ©cmbxn&ti on making 15 hours would be 1 bbh^iderecl'Us I'full^' 

/ : •. If some students are taking more f htofcd^ 'the extra 

be counted f In other words 15 dr more credit hours 
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the same manner as are students. If the full-time teaching load is 15 , 
hours per week in the 'institution 3 faculty members who give 5 credit 
hours work are counted as 1 full-time faculty member. However, 1 faculty 
member teaching 10 hours with a research assignment which is considered 
equivalent to another 5 hours of teaching would be~ figured as a full-time 
faculty member. Summer session faculty teaching the full-time allowance 
for the summer session are estimated in terms of the length of the summer 
session as compared with the length of the regular year, part-time summer 
session faculty are rated proportionately. Extension faculty are counted 
proportionately if the library furnishes service to them. 

If an institution, for example an urban college, having 2 semesters 
in its regular session has a curriculum set up in such a way that many 
more students are enrolled in 1 semester than in the other, estimate the 
number of students in each semester separately, add the number of students 
in the first semester to that in the second semester and divide by 2 to 
obtain the number for the regular session. Care should be taken so that 
the figures obtained are uniform, i.e., obtained for the third week of 
each semester. 

After these calculations have been made apply the following table to 
obtain the service load: 


Count 


Each underclass (undergraduate) student other than honors students as 1 unit 
Each upperclass (undergraduate) student other than honors students as 2 unit: 
Each honors student ' as 5 units 

Each graduate student as 4 units 

Each faculty member as 5 units 

Add number of units of each category. The total obtained is the library’s 
service unit load* 

The service unit load of the library establishes the class of the .library 
in the pattern for the libraries in institutions of higher education as a 
whole* , 


Class 1 University library has & service load of less than 2000 service unit* 

Glass 2 University library has a service load of 2000-5999 service units 

Class 3 University library has a ; service load of 4000-5999 service units 

Class ;4" Unijv^rsity .library; has a service loa4. of 600G-7999 service' units 

Class 5 University: library service load.of 8000-9999 Service 'Units • 

Class. 6 Univer^^' 'library has a service load of 10,000-14,999 service units 
_ Class i( f a, ef . ;or, pnve.rMrtlee; .unit* 


■ For ,« 




^ vnosid be a 

j; ?Ai 
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III* Work out the min imum standards recommended by using the library’s actual 
service load 

To illustrate this and succeeding sections, a Class 4 University Library 
having a service unit load of 6800 units has been selected* Turn to pages 
7-8 of the section. Classes of Libraries, to find the minimum standards 
■which are recommended for a Class 4 University Library. Pages 7 and 8 are 
the only pages in the section. Classes of Libraries, which apply to a 
Class 4 University library. Material in Classes 1-3 and 5-7 is not 
applicable. 

As this discussion of the minimum standards recommended follows the same 
order as the standards appearing on pages 7-8 it is suggested that they be 
consulted along with this illustrative material. The standards are divided 
into five major sections: (l) Staff organization, (2) Qualifications and 
salaries, (3) Working conditions, welfare and economic security, (4) Annual 
salary budget and (5) Other standards including books, annual book budget 
and hours of opening. This discussion follows that order of presentation* 

A. Staff organization 


The formula used to obtain the number of positions recommended as 
minimum and their breakdown into the professional and clerical services 
was arrived at after considerable testing of actual conditions in all 
types and sizes of libraries, 

1, Professional service 

On page 7 the method of computing the number of professional positions 
required in addition to that of Chief Librarian is given in item I, A li 
14 professional positions for first 6000 service units plus 1 for next' 

c^ tS m PlUS 1 f ° r the last 300 units * as 300 is a major fraction 
of 500. Therefore the recommended number of professional positions 
other than that of Chief Librarian is 16* 

2* ©Loric£|I '^ervdee ' 

Item I*B,1 indicates how the number of positions in the clerical 
service is obtained: 40^ of 17 positions (16 plus that of Chief 

'■.i SSrirL'.S 8 Cler if a:L P° sitioils of 17 positions = 10.2 

• r '* :1 Wh5^ Therefor ® the positions in the clerical service 

■ : assistants should be between 10,2 and 6*8. Student 

' ^.perf^m clerical work in the .library! are in' the ' 

»°t in; separate service as a ; :^rviee is ; ' 

W! totkh i 0 ' ; wa^ : st^bi^'-ab'fes^ayts ' 1 

they should be counted in terms 
J if a 




recommended to be of* Proves sions*l G-ra.de 5 according bo those minimum 
standards. 25% of 15 = 3.75 positions required to be of Professional 
Grades 3 or 4. Therefore, for the present analysis, use 6 positions 
instead of 5.25 (1.6 plus 3.75) positions and divide them as follows: 

1 position of Professional Grade 5, 2 positions of Professional Grade 
4 and 3 positions of Professional Grade 3. 

This distribution requirement for positions in the professional service 
has been included to assure a properly balanced staff with a sufficient 
number of junior administrators (chiefs and assistant chiefs of depart- 
ments) to secure good management and yet with sufficient numbers of 
positions in all professional grades to assure adequate distribution 
of duties at the various levels* 

The number of positions recommended as the minimum requirement for the 
staff organization takes into account average conditions as they exist 
in the country as a whole including an average building. Therefore the 
large building and the building not easily supervised will require more 
positions to render adequate service than does the compact building. If 
the reserves desk, for example, is separated from the Circulation Depart- 
ment, an additional number of professional and clerical positions and a 
larger number of hours of student help will be required to man it# The 
number of positions will be affected by the hours of opening often de- 
termined by local requirements and by the number of departmental and 
school or college libraries* Even if not regularly staffed by the 
library the work of making and maintaining departmental catalogs, gather- 

ing periodicais for binding, etc. places an additional load on the library 
staxf . 


B. Qualifications and salaries 
1* Professional service 
a. Qualifications 

1) On page 7 item II,A,l,a brings out the fact that the position 
of Chief Librarian of a Class 4 University Library is established 
xn the national pattern as Professional Grade 8. Minimum re- 
quirements of education and experience will be found on page 
157 with further reference' pages 5i*56W • It is found that 
there are 6 meeting : .and. experience re- 

: The Chief Librarian 
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higher maximttra salary* The schedule should not he lower 
than the one given in the national pattern* . 

2) The position of Associate (or Assistant) Chief Librarian in 
a Class 4 University Library is established as Professional 
Grade 6 which carries a minimum, salary schedule of ,,>4800-5100- 
5400-5700-6000(see item II,A,2,b)* 

3) The remainder of the professional staff are paid according 
to the professional grade of the position held* 

As 17 professional positions were needed to meet the minimum 
requirements for a Class 4 University Library 15 positions are 
still to be accounted for: 1 of Professional Grade 5, 2 of 
Professional Grade 4 and 12 of Professional Grades 3, 2 or 1* 

For prossti'fc purposos in “this discussion uso 3 in. Profossion&l 
Grade 3, 6 in Professional Grade 2 and 3 in Professional Grade 1* 
Thus the 1 position of Professional Grade 5 is in the minimum 
salary schedule for that grade - $4080-4320-4560-4800-5040; 

2 positions of Professional Grade 4 are in the minimum salary 
schedule for that grade - $3450-3660-3870-4080-4290; 3 positions 
of Professional Grade 3 are in the minimum salary schedule for 
that grade - §2910-3090-3270-3450-3630; 6 positions of Pro- 
fessional Grade 2 are in the minimum salary schedule for that 
grade - §2460-2610-2760-2910-3060; 3 positions of Professional 
Grade 1 are in the minimum salary schedule for that grade - 
§2100-2220-2340-2460-2580* 


2. Clerical service 

It has been found that the recommended number of positions in the 
clerical service is from 6*8 to 10.2 positions* For present pur- 
poses 5 full-time clerical positions plus 5*2 student assistants* 
positions or 10,816 hours of student assistance are used. To assure 
proper balance In the clerical service break this into; 1 position 
of Clerical Grade 3, 1 position of Clerical Grade 2, 3 positions 
of Clerical Grade 1 and 5.2 positions of Clerical Grade 1 or 10,816 
, hours of student help. 


? : ±-J _ -*i»L J>. dii. h L&k 4 ‘arliiiui ‘ ivixL- 'L ■ r. LlA'Ji . — 1 ^ . jL . — 


On pages 149-50 are found the standards of education, experience and 
pay for clerical service* It is felt that student help on an hourly 
basis, can adequately fill positions of Clerical Grade 1, therefore 
the hourly rate' of student pay ds computed* It is also recognized 
of Clerical Grades 2 and 3 are of such a nature that 
more continuity in service and can not be filled satis— 
Students: who ate working a few hoturs, pot week, there- 
ave hqeh set up for these two grades. If 
these; -hiigher : grades •,osf clerical ; 
instances not than half : time 

monthly payroll* 




lepjeral.nte^f 


'"said: ;S ■ 

-otxS and the 10,816 hours per year (208 hours per week) 
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On page 15 it; is found that: the various departments have been set; up 
to show the work included in each department in the national pattern* 

It follows that a different allocation of work between departments will 
affect the number of positions needed in them. For this illustration 
the positions are distributed as follows; 

Chief Librarian - 1 position 

Associate (or Assistant) Chief Librarian - 1 position 
Secretary of Clerical Grade 3-1 position 
Junior Library Clerk - *5 position 

10 hours per week of student help for such work as messenger 
service - *25 position 
Catalog Department - 8 positions 
5 professional positions 

2 clerical positions 

40 hours per week of student help s 1 position 
Circulation Department - 7 positions 

3 professional positions 
1 clerical position 

120 hours per week of student help at 3 positions 
Order Department - 2*25 positions 
1.5 professional positions 
♦5 clerical position 

10 hours per week of student help z *25 position 
Reference Department - 2*75 positions 
2*5 professional positions 

10 hours per week of student help z *25 position 
Law Library - 1*20 positions 
1 professional position 

8 hours per week of student help r *20 position 
Microphotography Library - 1*10 positions 
■'I- professional position ; : 1 ; 

4 hours per week of student help n .*’10 position 

Browsing Room - 1*15 position? : 


6 hours per week of ' 


a staff 


- • . ■ i ■ . 
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as the personnel grade of the chief of department xs set up the 
8 positions in the department can he arranged in logxcal sequence. 

The 8 positions (counting student help) can he set up as follows: 

1 Chief Catalog Librarian - Professional Grade 5 (see p. 34; 

1 Assistant Chief Catalog Librarian - Professional Grade 4 

(see p. 37) 

2 Intermediate Catalog Librarians - Professional Grade 2 

(see p. 44) , s 

1 Junior Catalog Librarian - Professional Grade 1 (see p. 45; 

.5 Senior Catalog Library Clerk - Clerical Grade 2 (see p. 130) 

1.5 Junior Catalog Library Clerks - Clerical Grade 1 (see p* 131; 

1 position or 40 hours per week of student help 

The page numbers given after the grace refer to the pages on 
which the specifications for these positions appear. 

Distribute the 7 positions (counting student help) in the Class 
B Circulation Department as follows: 

Class B Circulation Department requires a Chief Circulation 

Librarian of Professional Grade 4. 

1 Chief Circulation Librarian - Professional Grade 4 
(see pp. 49-50) 

1 Intermediate Circulation Librarian in charge of Reserves - 
Professional Grade 2 (see pp. 59 and 62) 

1 Junior Circulation Librarian - Professional Grade 1 
(see p. 63) 

1 Junior Circulation Library Clerk - Clerical Grade 1 
(see p» 135) 

3 positions or 120 hours per week of student help 

V ' Preak down the 2,25 positions (counting student help) in the 
i ' M ; Department ; as , follows : . 

CIqss A Order Department requires a Chief Order librarian 

,'$Ea$e : 5. _ ^ : '*■ • • : 

* i riiitp 1; j'ij .. {fhief Order Librarian - Professional Grade 3 (see 

■ U * : V 'f'.'l WP* $&-&&) ■ ■ ■ : ■■■■" ' ' L'-' %'/'■ \ . ■ 
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Break down the 1*2 positions (counting student help) in the Law 
Library as follows: 

1 'Law Librarian - Professional Grade 3 (see p* 110) 

•2 position or 8 hours per week of student help 

Divide the 1*1 positions (counting student help) in the Micro- 
photography Library as follows: 

1 Microphotography Librarian - Professional Grade 2 (see p* 117) 
•1 position or 4 hours per week of student help 

Break down the 1*15 positions (counting student help) in the 
Browsing Room as follows: 

1 Intermediate Librarian in charge of the Browsing Room - 
Professional Grade 2 (see pp. 102 and 127) 

.15 position or 6 hours per week of student help 

General staff 

1 Secretary - Clerical Grade 3 (see p. 143) 

.25 position or 10 hours per week of student help for such 
work as messenger service 

D* Personnel specifications for library positions in the professional and 
clerical services 

There have been included approximately 120 specifications) of classes 
of position® which are most likely to occur in university libraries* 

No library will have all of them and in most libraries , pqsitfipns will 
exist, which; combine the work given here in two or more specifications* 

It will h® ; ppted: thatch the there has been set 

Librarian illiich;ih6'ih^^';'clmirge; of ]?■% : ■ , . ; 

This .has ^ej*leas<f of i4$raria»’- of * ■ : 


feu? 


d. to be written which 





scheme 


e grven: 
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If the person holding the position under consideration performs the 
duties as set forth in the definition of the class of position his 
position is one of that class regardless of his title, qualifications 
or compensation* Thus a simple classification plan can "be drawn up by 
using merely this definition and omitting the examples of typical tasks 
and minimum qualifications* While "better than nothing such a plan is 
still unsatisfactory* It must be made clear that if the incumbent per- 
forms the duties as set forth in the definition of the class of position, 
the position belongs In that class and therefore Is of the personnel 
grade assigned it (either professional or clerical) even though the 
incumbent does not meet the minimum, qualifications which are deemed 
necessary under usual circumstances for the satisfactory performance 
of the work. It follows that a person without full library school 
education may hold a position on the professional staff and conversely 
that a person with a degree from an accredited library school may hold 
a position on the clerical staff. Positions, not the incumbents, are 
classified* 


On each specification there appears a reference to the page on which 
the detailed requirements of education and experience are given* This 
reference is made to save repetition of these alternates In each speci- 
fication* 


/ 

E* Working conditions, welfare and economic 


security 


On page 8 it. is found that minimum standards for working conditions, 
welfare and economic security follow the minimum standards for staff 
organization and qualifications and salaries* These have been included 

a 



Merisi ''as ithq pornal, 'Requirement in any plan for the successful 
;ion of human relationships* Therefore those standards 

. of pefsohisel have been set down to show what 
■ ■ Ja&SdiqsuSt standard's [for good personnel' &dainistration in 

jaiW* tfiifc. s&e of the staff required for proper ' 
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minimum* % \ persons i;o cover the hottrs of opening 
H^ice department open 80 hours per ^^k 4 taSi s/ additional 
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3* Leaves for study or for illness also require arrangements for persons 
to fill the actual position during the leave. If a faculty member 
is granted leave his courses may not be offered for the semester 
or year. In a library, a position can not be cut out during a staff 
member' s leave without impairing the work of the library* 

4, Pensions systems are of benefit to the employee and the employer* 

As he grows older, the employee can perform his work much more satis- 
factorily and efficiently when he is not worried about his future* 

The employer can retire the employee at the retirement age withou 
worrying what will happen to the person who has given the library 
years of faithful service. Adequate retirement allowances make it 
unnecessary to continue the employment of one who is no longer capable 
of satisfactory performance. All positions should be filled by those 
who can do the work efficiently* 


F. Annual salary budget 

The recommended annual salary budget for a Class 4 University Library 
having a service unit load of 6800 units is computed as follows: 

2000 units @016 = 032,000 
■ 4800 units @ 0 8 = 38,400 

070,400 


This formula for annual salary budget, like all other formulae used 
has been tested for many institutions. 

The 070,400 which is f or staff salaries and student wages but not 
for maintenance staff can be broken down as follows among the positions 
on the staff according to their recommended grades: 


1 . 


Professional service — 17 positions 
1 Chief Librarian - Professional Grade 8 
1 at first increment - §7500 
1 Associate (or Assistant) Chief Librarian 
- Professional Grade 6 
1 at first increment - 05100 

1 position of Professional Grade 5 

1 at first increment - 04520- 

2 positions of Professional Grad.© 4 

1 at first ,■ increment - 03680 

*1 at minimum : : ; " ’ " , ■ 3450. I'v,' ■ Vi 1 


0 7 500.00 

5 100.00 
4 320*00 

110*00 
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2. Clerical service - 5 full-time positions 
plus student help of 10,816 hours 
1 position of Clerical Grade 3 
1 at minimum - $1650 
1 position of Clerical Grade 2 

1 at first increment - $1530 
3 positions of Clerical -Grade 1 

2 at minimum ($1350) - $2700 

1 at first increment - 1410 

'$'4110 

10,816 hours of student help 

9800 at 65/ per hour - $6370.00 
1016 at 67/ per hour - 680. 72 

$7050.72" 


1 650.00 
1 530.00 


4 110.00 


7 050.72 
014,340.72 


$14,340.72 


Grand Total $69,480.72 

This leaves $919.28 of the total salary budget of $70,400 to be 
used for help during sick leaves and other emergencies. If the library 
has students whose wages are paid from the institutional budget though 
not necessarily charged against the library budget, consideration must 
be given this fact and the library budget adjusted accordingly. 

G. Other standards 

As the book stock, annual book budget and hours of opening have a 
definite bearing on the size and distribution of the positions they 
have been included. The formula used for each was tested to determine 
its adequacy* 

1* Book stock rec amended as minimum in a Class 4 University Library 
is estimated according to the service unit load of 6800 units as 
follows: - 

100 books x 2000 units s 200,000. books 

50 books x 2000 units a 100,000 books 

3$ books x 2000 uytits m 50, 000 books 

' ' 1 /: ' : t ; 10 books x 800 unita s 8,000 books / , ! 


Total a. 368,000 books 




xxxiii 


IV* Make the classification plan for the specific li brary 

Up "bo this point the discussion has illustrated how a hypothetical 
Class 4 University Library could be set up by applying the minimum 
standards recommended* The remainder of the discussion will explain 
how a specific library can see how it is actually set up and whether or 
not it meets the minimum personnel standards recommended for a Class 4 
University Library* 

Take the payroll of the library, add to it the list of those stu- 
dents on work scholarships, etc. whose wages are paid from the insti- 
tutional budget though not necessarily charged against the library 
budget* Do not include volunteers or those paid from, nonuniversity 
sources* 


Against each name state department or departments to 'which the 
individual is assigned, whether his position or positions are in the 
professional or the clerical service (including students in the clerical 
service) and the amount of time worked in each position, i*e., John 
Smith - professional service - ,-g- time Catalog Department, ^ time Order 
Department, ^ time general staff* Yfhen this has been completed arrange 
the positions into departments, departmental libraries and general 
staff and under each divide so the result shows the exact number of 
positions in the professional service and also in the clerical service* 
Turn the part-time positions in a department into their full-time 
equivalent and add them to the full-time positions in the same depart- 
ment* The total will show the size of the department and thus establish 
its class. When figures for each department are obtained, turn to 
page 15 and see what class of department each is according to the 
national pattern* For example, a Catalog Department with 7*5 positions 
in their full-time equivalent including the chief of department would 
be a Class B Catalog Department* The professional grade of the chief 
of department, therefore, would be one of Professional Grade 4. In 
breaking down the 7*5 positions it would be possible to have pro- 
fessional positions only of Professional Grades 3, 2 and 1 in that 
department. ’’ 
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such In t3se ; 
position 


By consulting the definitions for professional service and clerical 
service on p* xvi indicate against each position in the department 
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shmf-Sf u te P °? ii; i° ns in each department, etc. have been marked to 
show which are m the professional service and which are in the clerical 
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that library only* The specifications, while following the national 
pattern in style, etc, will apply to the actual positions in a given 
library as each specification is written to illustrate the actual work 
performed in the specific position* 

V, Pr epare the pay plan for the specific library 

After the classification plan is developed the pay plan can then be 
developed* The plan used in this study Tail serve as a guide but the 
plan for the individual library will be developed with several con- 
siderations in mind: 

1* The salaries paid the faculty and clerical staff of the institu- 
tion; 

2* The cost of living in the particular community; 

3, The compensation paid in libraries in other institutions of higher 
education which are considered comparable because of like situa- 
tions and conditions; 

4. The compensation paid for work performed in comparable professions 
where duties and responsibilities are of equal weight; 

5* The salaries in force in similar libraries in the area* 

The subcommittee, in making the pay plan pattern for institutions of 
higher education as a whole, has set up what it considers are the mini- 
mum salary schedules acceptable for each personnel grade and therefore 
for the various classes of positions in the average library. It is 
assumed and expected that a library giving adequate service to its 
institution will exceed the minimum standards for all or many of the 
personnel grades and classes of positions* 

For each class of position in the sample specifications prepared by 
the subcommittee, a minimum salary has been set and several increments 
have been provided. The salaries given, therefore, constitute a mini- 
mum schedule for each class of position and the final figure in each 
group is the suggested maximum for that class of position for the sample 
specification only* Each library will determine for each class -of posi- 
tion in its classification and pay plan the minimum salary, the number 
of increments and the amounts of each, and the maximum salary* ' 


# 




CLASSES OF LIBRARIES 


CLASS 1 - UNIVERSITY LIBRARY HAVING LESS THAN 2000 SERVICE UNITS 

To establish the library’s service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upper class (undergraduate) student other 
than honors students as 2 units, each honors student as 3 unius, each gradua 
student as L units and each faculty member as 5 units. The library ^ service 
unit load is the total of these units and the number of units servea estab- 
lishes the class of the library. For example, a. university widi 375 ^ d ® r_ 
ci-. S'- (undergraduate) students other than honors students, 275 upperciass 
(undergraduate) students other than honors students, 50 honors students, 

90 graduate students and 110 faculty members would tonal 1935 u»its ana 
thus would be a Class 1 University Library. 


Minimum Standards 


I . Staff - organization 

A. Professional service . . . . 

1. In addition to the Chief Librarian, there shall be 6 assistants 

positions of professional grades 

B. Clerical service . , 

1. In addition to the professional staff, there shall be clerical 

and student workers sufficient to assure that not more than oO% 
or less than U0% of total staff hours shall be clerical or stu- 
dent service 

C. Distribution , „ 

1. 25/S of the professional positions other than the Chief librarian 

and the Associate or Assistant Chief Librarian shall be positions 
of Professional Grade 2 (see pp. 151-52) 

II. Qualifications and salaries 
I. .professional service 

1. Qualifications ' . . . 

a. The Chief Librarian has the education end experience required 
to hold a position of Professional Grade 5 (see pp. 124 -op j 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 3 (see pp. 152-53) 

2. Salaries . , . , , . 

a. The compensation of the Chief Librarian shall be at least 

the minimum salary schedule for Professional Grade 5 


b. The compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 

c. The remainder of the professional stall are paid according to 
the professional grade of the position held (see pp,151-^> 

B. Clerical service . .. 

1. Standards of education, experience and pay for the clerical 

service are maintained (see pp. 149— 57) 


1 
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III* Working conditions* welfare and economic security 
A* Hours 

1* The regular working hours of the full-time library staff are not 
more 'than 40 per week 
B# Vacations 

1* In addition to legal holidays, the professional staff shall receive 
at least 1 month 1 s vacation with pay and the clerical staff at 
least 2 weeks 
C* Leaves 

1* Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

2* Sick leave Is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 
D* Pensions 

1. The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV# Annual salary budget 

A* For the last 5 years the library's average expenditures for staff 
salaries was not less than $16 for each unit of its service load; 
and in no case less than $21,250 
V* Other standards 

A# The size of staff here specified for a Class 1 University Library 
assumes 
1. Books 

a. The library has 100 books for each unit of its service load; 
and in no case less than 200,000 volumes 
2* Annual book budget 

a* For the last 5 years the library 1 s average expenditures for 
books, periodicals and binding was not less than §9 for each 
unit of its service load; and In no case less than $10,000 
3* Hours of opening 

a* The library is open at least 50 hours weekly 
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CLASS 2 - UNIVERSITY LIBRARY HAVING 2000-3999 SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit , each upper class (undergraduate) student other than 
honors students as 2 units, each nonors student as 3 units, each gracuate^ 
student as 4 units and each faculty member as 5 units. The library’s service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a university with 600 under- 
class (undergraduate) students other than honors students, 450 upperclass 
(undergraduate) students other than honors students, 100 honors students, 

135 graduate students and 190 faculty members would total 3290 units and thus 
would be a Glass 2 University Library. 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 6 assistants’ 
positions of professional grades for first 2000 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60% 
or less than 40% of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. 25 % of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 3 (see pp. 152-53) 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 6 (see pp. 155-56) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required, to hold a position of Professional 
Grade 4„ (see pp. 153-54) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 6 

fr 

b. The compensation of the Associate (or Assistant Chief Librarian 
shall be at least the minimum salarv schedule for Professional 
Grade 4 

c. The remainder of the professional staff are paid according to 
the professional grade cf the position held (see pp. 151-53) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical 
service are maintained (see pp. 149-50) 
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III. Working conditions, welfare and economic security 

A. Hours . , , 

1« The regular working hours of the full-time library staff are not 

more than 40 per week 

B. Vacations . , 

1. In addition to legal holidays, the professional staff shall receive 

at least 1 month 1 s vacation with pay a &d the clerical staff at 


least 2 weeks 
C • T. fO £1*7*0 s 

1. Upon application the members of the professional staff may be 
granted leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D. Pensions 

1, The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV. Annual salary budget 

A. For the last 5 years the library’s average expenditures for staff 
salaries was not less than &16 for each unit of the first 2000 
units of its service load; $8 for each unit thereafter 
V, Other standards 

A. The size of staff here specified for a Class 2 University Library 
assumes 

1. Books 

a. The library has 100 books for each unit of the first 2000 
units of its service load; 50 books for each unit thereafter 

2. Annual book budget 

a. For the last 5 years the library’ s average expenditures for 
books, periodicals and binding was not less than £?9 for each 
unit of the first 2000 units of its service load; $7 for each 
unit thereafter 

3. Hours of opening 

a. The library is open at least 62 hours weekly 


# 
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GLASS 3 - UNIVERSITY LIEPARZ HAVING 4000-5999 SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upper class * (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library's service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a university with 1000 under- 
class (undergraduate) students other then honors students, 700. upper class 
(undergraduate) students other than honors students, 200 honors students, 

235 graduate students and ?35 faculty members would total 5315 units and 
thus ""would be a Class 3 University Library. 


Minimum Standards 


I. Staff organisation 

A. Professional service 

1. In addition to the Chief Librarian , there shall be 10 assistants' 
positions of professional grades for first 4000 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical .service 

1. In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60$ 
or less than 40$ of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. 10$ of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 4 and another 25$ of Professional Grade 3 
II. Q ua! if 1 cations and salaries (see pp. 152-54) 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education end experience required 
to hold a position of Professional Grade 7 (see pp. 156-57) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 5 (see pp. 154-55) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least the 
minimum salary schedule for Professional Grade 7 


b. The compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 
Grade 5 

c. The remainder of the professional staff are paid according to the 
professional grade of the position held (see pp. 151-54) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 149-50) 
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III# 


IT* 


V. 


B* 


C. 


Working conditions, welifaro and economic security 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

Vacations . , , . _ 

1. In addition to legal holidays, the professional staff shall receive 

at least 1 month' s vacation with pay and the clerical staff at 

least 2 weeks 

Leaves , , 

1* Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

£* Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

Pensions _ „ , ^ , , - . _ 

1* The employing institution contributes for all members of the library 

staff to some sort of retirement plan 
Annual salary budget 

A* For the last 5 years the library' s average expenditures for stall 

salaries was not less than $16 for each unit of the first 2000 units 
of its service load; $8 for each unit thereafter 
Other standards 

A. The size of staff here specified for a Class 3 University Library 


D. 


assumes 

1. Books 

a. The library has 100 books for each unit of the first 2000 
units of its service load; 50 books for each unit of the 
next 2000 units; 30 hooks for each unit thereafter 

2. Annual book budget 

a. For the last 5 years the library's average expenditures for 
books, periodicals and binding was not less than $9 for each 
unit of the first 2000 units of its service load; $7 for each 
unit of the next 2000 units; $4 for each unit thereafter 

3. Hours of opening 

a. The library is open at least 74 hours weekly 
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CLASS 4 ~ UNIVERSITY LIBRARY HAVING 5000-7999 SERVICE UNITS 


To establish the library’s service unit load, in order to see in what 
class it belongs, count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library’s service 
unit load is the total of these unit's etna 'the number of units served estab- 
lishes the class of the library. For example, a university with 1500 under- 
class (undergraduate) students other’, than honors students, 1325 upperclass 
(under graduate) students other than honors students', 235 honors students, 

310 graduate students and 375 faculty members would total 7970 units and 
thus -would be a Class. 4 Universitjr Library.' 


Minimum Standards 


. 1 . 


Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 14 assistants’ 
positions of professional grades for first 6000 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall bs clerical 
and student workers sufficient to assure that not more than 60^ 
or less than 40^ of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. 10^. of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of professional Grade 5 and another 25 % of Professional Grade 3 or 4 
Qualifications and salaries, (see pp. 152-55) 

A*. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 8 (see p. 157) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 6 (see pp. 155-56) 

2 . Salaries 

a. The compensation of the Chief Librarian shall be at least the 
minimum salary schedule for Professional Grade & 


b. The compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 
Grade 6 

c. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 151-55) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical 
service are maintained (see pp.l49-5 n ) 
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XII f Working conditions, welfare and economic security 
At Hours 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 
B. Vacations 

!• In addition to legal holidays, the professional staff shall receive 
at least 1 month 1 s vacation with pay and the clerical staff at 
least 2 weeks 
C* Leaves 

1* Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

2* Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 
D* Pensions 

1* The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV* Annual salary budget 

A* For the last 5 years the library* s average expenditures for staff 
salaries was not less than $16 for each unit of the first 2000 units 
of its service load; $8 for each unit thereafter 
V, Other standards 

A# The size of staff here specified for a Glass 4 University Library 
assumes 
1* Books 

a* The library has 100 books for each unit of the first 2000 units 
of its service load; 50 books for each unit of the next 2000 
units; 30 books for each unit of the next 2000 units; 10 books 
for each unit thereafter 
2# Annual book budget 

a. For the last 5 years the library 1 s average expenditures for 
books, periodicals and binding was not less than $9 for each 
unit of the first 2000 units of its service load; $7 for each 
unit of the next 2000 units; $4 for each unit thereafter 
3* Hours of opening 

a. The library is open at least 80 hours weekly 


» 
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UNIVERSITY LIBERT I SAVING 8CC0-9999 SERVICE UNITS 


To establish the library's service uni':- load, ia order to see in what 
class it belongs, count each underclass ( undergraduate j student other than 
honors students as 1 unit, each 'upper class (undergraduate) student other than 
honors students us 2 units, each honors student as 3 units, each graduate 
student os 4 units und each faculty member as 5 units. The library's service 
i un.it load is the total cf those units and th<_- number of units served estab- 
lishes the class of the library. For example, a university with 2000 under- 
class (undergraduate) students other than honors students., 1650 upperclass 
(undergraduate) students ether than honors students, 300 'honors students, 

375 graduate students and 450 faculty members would total 9950 units and 
thus would be a Glass 5 University Library. 


Minimum Standards 


II. 


Staff organisation 
A. Professional service 

1. In addition to the Chief Librarian, there shall be 18 assistants' 
positions of professional grades for first 8000 units plus 1 more 
assistant's position of professional grade for each additional 
500 units or major fraction thereof 
E. Clerical service 

1. In addition to the professional staff, there shall be clerical , 
and student workers sufficient to assure that not more than 60*& 
or less than 40^ of total staff hours shall be clerical or stu- 
dent service 


C . Distribution 

1. 10 % of the professional positions ether than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 6 and another 25% of Professional 
Grade 4, 5 or 6 (see pp. 153-56) 

Qualifications and salaries 
k. Professional service 


1 . 


2 . 


Qualifications 


a. 

b. 


The Chief Librarian has the education -end experience required 
to hold a position, of Professional Grade 9 (see pp. 157-58) 
The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold t. position of professional 
Grade 7 (see pp. 15C--57) 


Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 9 


b. The compensation of the Associate (or Assistant) Chief Librarian 
shall bo at least the- minimum salary schedule for Professional 
Grade 7 

c. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 151-56) 

R. Clerical service 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 119-50) 
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III* Working conditions* welfare and economic security 
A* Hours 

1. The regular working hours of the full-time library staff are not 
more than 40 per week 

B. Vacations 

1 # In addition to legal holidays, the professional staff shall receive 
at least 1 month 1 s vacation with pay and the clerical staff at 
least 2 weeks 
G# Leaves 

1 * Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

2. Sick leave is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D* Pensions 

1* The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV# Annual salary budget 

A* For the past 5 years the library 1 s average expenditures for staff 
salaries was not less than §16 for each unit of the first 2000 units 
of its service load; §8 for each unit thereafter 
V* Other standards 

A# The size of staff here specified for a Glass 5 University Library 
assumes 
1* Books 

a# The library has 100 books for each unit of the first 2000 

units of its service load; 50 books for each unit of the next 
2000 units; 30 books for each unit of the next 2000 units; 

10 books for each unit thereafter 
2# Annual book budget 

a. For the last 5 years the library 1 s average expenditures for 
books, periodicals and binding was not less than §9 for each 
unit of the first 2000 units of its service load; §7 for 
each unit of the next 2000 units; §4 for each unit thereafter 

3. Hours of opening 

a* The library is open at least 80 hours weekly 
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0ijii00 6 - UNIVERSITY LIBRARY HAVING 10,000-14,999 SERVICE UNITS . .< • 

To establish the library* 1 s service unit load. In order to see in what 
class it belongs, count §ach underclass (undergraduate) student other than 
honors students as 1 “unit, each upper class (under graduate) student other than 
honors students as 2 units, each honors student as 3 units, each graduate 
student as 4 units and each faculty member as 5 units. The library* s service 
unit load is the total of these units and the number of units served estab- 
lishes the class of the library. For example, a university with 3000 under- 
class (undergraduate) students other than honors students, 2100 upperclass 
(undergraduate) students other than honors students, 450 honors students, 

600 graduate students and 700 faculty members would total 14,450 units and 
thus would be a Class 6 University Library. 


Minimum Standards 


I. Staff organisation 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 22 assistants 1 
positions of professional grades for first 10,000 units plus 1 more 
assistant* s position of professional grade for each additional 500 
units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60 % 
or less than 40 % of total staff hours shall be clerical or student 
service 

C. Distribution 

1. 10% of the professional positions other than the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 6 or 7 and another 25% of Professional Grade 
4, 5, 6 or 7 (see pp. 153-57) 

II. Qualifications and salaries 
A. Professional service 

1 . Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 10 (see p. 15^) 

b. The Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 8 (see p. 157) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 10 

b. The compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 
Grade $ 

c. The remainder of the professions! staff are paid according to 
the professional grade of the position held (see pp # 151-57) 

B- Clerical service 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 149-50) 
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III, Working conditions, welfare and economic security 

A, Hours 

1, The regular working hours of the full-time library staff are not 
more than 40 per week 

B, Vacations 

1, In addition to legal holidays* the professional staff shall receive 
at least 1 month’s vacation with pay and the clerical staff at 
least 2 weeks 

C, Leaves 

1* Upon application the members of the professional staff may be 
granted leaves of absence for study contributing to their profes- 
sional advancement 

2, Sick leave is pemitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 

D, Pensions 

1, The employing institution contributes for all members of the library 
staff to some sort of retirement plan 
IV* Annual salary budget 

A, For the last 5 years the library’ s average expenditures for staff 
salaries was not less than {16 for each unit of the first 2000 units 
of its service load; (^8 for each unit thereafter 
V, Other standards 

A* The size of staff here specified for a Class 6 University Library 
assumes 
1* Books 

a. The library has 100 books for each unit of the first 2000 units 
of its service load; 50 books for each unit of the next 2000 
units; 30 books for each unit of the next 2000 units; 10 books 
for each unit thereafter 
2* Annual book budget 

a. For the last 5 years the library’s average expenditures for 
books, periodicals and binding was not less than {9 for each 
unit of the first 2000 units of its service load; {7 for each 
unit of the next 2000 units; {4 for each unit thereafter 

3, Hours of opening 

a. The library is open at least 80 hours weekly 



13 


CLASS 7 - UNIVERSITY LIBRARY HAVING 15,000 OP. MORE SERVICE UNITS 

To establish the library's service unit load, in order to see in what 
class it belongs r count each underclass (undergraduate) student other than 
honors students as 1 unit, each upperclass (undergraduate) student other 
than honors students as 2 units, each honors student as 3 units, each 
graduate student as 4 units and each faculty member as 5 units. The library s 
service unit load is the total of these units and the number of units served 
establishes the class of the library. For example, a university with 6000 
underclass (undergraduate) students other than honors students, 5300 upper- 
class (undergraduate) students other than honors students, 600 honors students, 
2000 graduate students and 1525 faculty members would total 34,025 units and 
thus would be a Class 7 University Library . 


Minimum Standards 


I. Staff organization 

A. Professional service 

1. In addition to the Chief Librarian, there shall be 32 assistants' 
positions of professional grades for first 15,000 units plus ^ 1 . 
mere assistant's position of professional grade for each additional 
500 units or major fraction thereof 

B. Clerical service 

1. In addition to the professional staff, there shall be clerical 
and student workers sufficient to assure that not more than 60^ 
or less than 10% of total staff hours shall be clerical or stu- 
dent service 

C. Distribution 

1. x0% of the professional positions other than' the Chief Librarian 
and the Associate (or Assistant) Chief Librarian shall be positions 
of Professional Grade 6 or 7 and another 25% of Professional 
Grade 4, 5, 6, or 7 (see pp. 153-57) 

II. Qualifications and salaries 

A. Professional service 

1. Qualifications 

a. The Chief Librarian has the education and experience required 
to hold a position of Professional Grade 10 (see p. 155) 

b. The .Associate (or Assistant) Chief Librarian has the education 
and experience required to hold a position of Professional 
Grade 8 (see p. 157) 

2. Salaries 

a. The compensation of the Chief Librarian shall be at least 
the minimum salary schedule for Professional Grade 10 

b. She" compensation of the Associate (or Assistant) Chief Librarian 
shall be at least the minimum salary schedule for Professional 
Grade 5 

c. The remainder of the professional staff are paid according to 
the professional grade of the position held (see pp. 151-57) 

B. Clerical service 

1. Standards of education, experience and pay for the clerical service 
are maintained (see pp. 149-50) 
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III# Working conditions, welfare and economic security 
A# Hours 

1# The regular working hours of the full-time library staff are not 
more than 40 per week 
B* Vacations 

1# In addition to legal holidays,, the professional staff shall receive 
at least 1 months s vacation with pay and the clerical staff at 
least 2 weeks 
C# Leaves 

1# Upon application the members of the professional staff may be 

granted leaves of absence for study contributing to their profes- 
sional advancement 

2# Sick leave Is permitted to all staff members up to 4 weeks annually 
and is cumulative for 3 years 
D# Pensions 

1* The employing institution contributes for all members of the libra r 
staff to some sort of retirement plan 
IV# Annual salary budget 

A# For the last 5 years the library* s average expenditures for staff 
salaries was not less than $16 for each unit of the first 2000 units 
of Its service load; $8 for each unit thereafter 
V# Other standards 

A* The size of staff here specified for a Class 7 University Library 
assumes 
1# Books 

a# The library has 100 books for each unit of the first 2000 units 
of its service load? 50 books for each unit of the next 2000 
units; 30 books for each unit of the next 2000 units; 10 books 
for each unit thereafter 
2# Annual book budget 

a* For the last 5 years the library* s average expenditures for 
books, periodicals and binding was not less than #9 for each 
unit of the first 2000 units of its service load; $7 for each 
unit of the next 2000 units; $4 for each unit thereafter 
3# Hours of opening 

a* The library is open at least 80 hours weekly 


# 



CLASSES OF DEPARTMENTS 


A department having less than 2 full-time members including the chief 
is called nondepartmentalized. Part-time employees including student 
assistants paid by the library are counted in terms of their full-time 
equivalent. Professional schools and departmental library staffs should 
be counted in establishing the class of department if their work is directed 
by the comparable departments in the central library. 


Cate log Department (including cataloging; classifying; subject heading; mak- 
ing and filing of all catalog cards; and certain processing details) 

Class A - Staff of 2 to 4 full-time members including Chief of department 
Class B - Staff of 5 to 7 full-time members including chief of department 
Class C - Staff of 8 ' to 10 full-time members including Chief of department 
Class D - Staff of 11 to 14 full-time members including chief of department 
Class E - Staff of 15 or more full-time members including chief of department 

Circulation Department (including not only all circulation work per se both 
regular and reserves but also interlibrary loans; shelving; stack care; 
inventory ; etc . ) 

Class A - Staff of 2 to 6 full-time members including chief of department 
Class B - Staff of 7 to 14 full-time members including chief of department 
Class C - Staff of 15 to 19 full-time members including chief of department 
Class D - Staff of 20 or more full-time members including chief of department 

Order Department (including evaluating, selecting and ordering library materials; 
doing library bookkeeping; accessioning; handling gifts, exchanges and dupli- 
cates; doing all acouisition and preparation of periodicals work except their 
cataloging; and certain processing details) 

Class A - Staff of 2 to 3 full-time members including chief of department 

Class B - Staff of 4 to 5 full-time members including chief of department 

Class C - Staff of 6 to 7 full-time members including chief of department 
Class D - Staff of 8 or more full-time members including chief of department 

Reference Department (including all work involving interpretation to the 
public of library materials including periodicals and documents; and locating 
information as well as materials themselves) 

Class A - Staff of 2 to 3 full-time members including chief of department 

Class B - Staff of 4 to 5 full-time members including chief of department 

Class C - Staff of 6 to 7 full-time members including chief of .department 

Class D - Staff of 8 to 9 full-time members including chief of department 

Class E - Staff of 10 or more full-time members including chief of department 
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PERSONNEL SPECIFICATIONS FOB LIBRARY POSITIONS 
IN ~ THE PROFESSIONAL AMD CLERICAL SER VICES 

Professional Grade 5 (see pp. 154-55) 

flHTEF LIBRARIAN (OR DIRECTOR}. 

Class 1 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 1 University 
Library having less than 2000 service units. 


Examples of Typical Tasks: 

Formulating and administering policies, rales and regulations for the 
purpose of securing the fullest use of* the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pur- 
chasing supplies and equipment; preparing reports and memoranda; handling 
correspondence; conducting staff meetings; advising with chiefs of depart- 
ments in their difficult problems; directing the work of the staff; super- 
vising classification of library positions, preparation of salary schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit de corps; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum ■Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; working knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books; reading knowledge of two or more 
foreign languages and some familiarity with the literature of these languages; 
ability to speak in public and to write clear and comprehensive. reports; 
understanding of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 2 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 2 University 
Library having 2000-3999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library ty students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pur- 
chasing supplies and equipment; preparing reports and memoranda; handling 
correspondence; conducting staff meetings; advising with chiefs of depart- 
ments in their difficult problems; directing the work of the staff; super- 
vising classification of library positions, preparation of salary schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit fie corps; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
6; good knowledge of modern library organization, procedure, policy, aims and 
service; wide knowledge of books and appreciation of scholarship; reading knowledge of two or 
more foreign languages end some familiarity with the literature of these languages; 
ability to speak in public and to '//rite clear and comprehensive reports; 
understanding of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholar liness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 6 



Professional Grade 7 (see pp. 156-57) 


CHIEF LIBRARIAN (OR DIP.ECT0R) 

Class 3 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body 
of the institution, to do the work involved in operating a Class 3 University 
Library having 4000-5999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
'library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pur- 
chasing supplies and ’ equipment ; preparing reports and memoranda; handling 
correspondence; conducting staff meetings; advising with chiefs of depart- 
ments in their difficult problems; directing the work of the staff; super- 
vising classification of library positions, preparation of salary schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit de corps; 
making the library .and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

7; broad knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature 
of these languages; ability to speak in public and to write clear and 
comprehensive reports; knowledge of the objectives and procedures of higher 
education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule! ( 

At least that of Professional Grade 7 
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Professional Grade 8 (see p. 157) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Glass 4 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the-' President and ' governing body of 
the institution, to do the work involved in operating a Class 4 University 
Library having 6000-7999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the Institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; mailing community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring reports and memoranda; handling correspondence; conducting staff 
meetings; advising with chiefs of departments in their difficult problems; 
directing the work of the staff; supervising classification of library 
positions, preparation of salary schedules and maintenance of personnel 
records; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit do corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
8; extensive knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature of 
these languages; skill in coordinating work of various departments' in a large 
library and in planning and directing a large staff; ability to speak in public 
and to write clear and comprehensive reports; knowledge of the objectives and 
procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; Initiative; intellectual curiosity; poise; resource- 
fulness; scholarlineeej self-confidence; tact; ability to organize work; ability 
to direct, train and supervise; ability to contact with eaual cordiality and 
effectiveness, staff members, faculty members and students; ability to judge 
personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 8 
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Professional Grade 9 (see pp. 157-5&) 


CHIEF LIBRARIAN (OF DIRECTOR) 

Class 5 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 5 University 
Library having 8000-9999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; ranking community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection. that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring "reports and memoranda; handling correspondence; conducting staff 
meetings; advising with chiefs of departments in their difficult . problems ; 
directing the work of the staff; supervising classification of library 
positions, preparation, of salary schedules and maintenance of personnel 
records; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
9; extensive knowledge of modern library organization, procedure, policy, 
aims and service; broad knowledge of books, appreciation of scholarship and 
the research program and understanding of research methodology , i e&ding 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; skill in coordinating work. of various 
departments in a large library and in planning and directing a la rge staff; 
ability to speak in public and to write clear and comprehensive reports; 
good knowledge of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity ; poise; resource- 
fulness; scholarliness self— confidence; tact; ability to organize. work; ability 1 
to direct, train and supervise; ability to contact with equal cordiality and 
effectiveness, staff members, faculty members and students; ability to judge 
personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 9 
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Professional Grade 10 (see p. 158) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 6 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 6 University 
Library having 10,000-14*999 service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules ana regulations for the 
purpose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing the book collection that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring reports and memoranda; handling correspondence; conducting staff 
meetings; advising with chiefs of departments in their difficult problems; 
directing the work of the staff; supervising classification of library 
positions, preparation of salary schedules and maintenance of personnel 
records; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
10; thorough knowledge of modem library organization, procedure, policy, 
aims and service; broad knowledge of books, appreciation of scholarship and 
the research program and understanding of research methodology; reading 
knowledge of two or more foreign languages and some familiarity with the liter- 
ature of -these languages; skill in coordinating work of various departments 
'in a large library and in planning and directing a large staff; ability to 
spe?Jc in public and to write clear and comprehensive reports; wide knowledge 
of the objectives and procedures of higher education. 

Personal* Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarline ss; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members find students; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 10 
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Professional Grade 10 (see p. 158) 


CHIEF LIBRARIAN (OR DIRECTOR) 

Class 7 Libraries 

Definition of the Class of Position: 

Subject to the policies and rules of the President and governing body of 
the institution, to do the work involved in operating a Class 7 University 
Library having 15,0Q0 or more service units. 

Examples of Typical Tasks: 

Formulating and administering policies, rules and regulations for the 
purnose of securing the fullest use of the library by students and faculty; 
as a member of the faculty, participating in the formulation of the educa- 
tional policies of the institution; acting as chairman or secretary of the 
library committee; maintaining official relationships with President, deans 
and bursar; making community contacts with faculty, students and alumni; 
preparing and administering the budget; developing tfee book collection^ that 
will implement the educational program; guiding the book selection policies; 
helping to plan new buildings or alterations in existing structures; pre- 
paring reports and memoranda; handling correspondence; conducting staff 
meetings; advising with chiefs of departments in their difficult problems; 
directing the work of the staff; supervising classification cf library 
positions, preparation of salary schedules and maintenance of personnel 
records; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and an general 
promoting" staff esprit de corps; making the library and its resources known 
to the student body and faculty; keeping in touch with library developments 
try attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education aa£> experience as specified in Professional Grade 
10; thorough knowledge of modem library organization, procedure, policy, 
aims and service, particularly as they relate to the administration of a 
complex university library system having departmental and professional school 
and college libraries under the control of the central library; extensive 
knowledge of books, appreciation of scholarship and the research program and 
understanding of research methodology; reading knowledge of two or more 
foreign languages and some familiarity with the literature of these languages; 
skill°in coordinating work of various departments in a large library and In 
planning and directing a large staff; ability to speak in public and to write 
clear and comprehensive reports; broad knowledge of the objectives and 
procedures of higher education. 

Persons?.!: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; resource- 
fulness; scholarliness; self-confidence; tact; ability to organize work; 
ability to direct, train and supervise; ability to contact with equal cor- 
diality and effectiveness, staff members, faculty members and students; 
ability to judge personnel . 

Minimum Salary Schedule: . 

At least, that of Professional Grade 10 
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Professions! Grade 3 (see pp, 152-53) 


ASSOCIATE (OP ASSISTANT) CHIEF LIBRARIAN 
Glass 1 Libraries 

Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory ^ 
work involved in the administration of a Class 1 University Library having 
less than 2000 service units; to 'act as a chief- of department; end to do 
such other work as may be required. 

Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational program; seeing that the library quarters are 
kept in good condition; supervising inventories; preparing reports and 
memoranda; handling correspondence; assisting with the classification of 
library positions, preparation of salary schedules and maintenance of 
personnel records; making recommendations regarding appointments, promo- 
tions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; making the library 
and its resources known to the student body and faculty; keeping in touch 
with library developments by attending conferences and reading professional 
literature; participating in campus activities; acting as Chief Librarian 
in the absence of that official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organisation, procedure, policy, aims 
and service; good knowledge of books; reading knowledge of one or more 
foreign languages and some familiarity with the literature of these 
languages; ability to plan, lay out, airecr and coordinate the work of 
others; ability to speak in public and to write clear and comprehensive 
reports; appreciation of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 3 
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Professional Grade 4 (see pp. 153-54) 


ASSOCIATE (OR ASSISTANT} CHIEF LIBRABIM 
Class 2 Libraries 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory, 
work involved in the administration of a- Class 2 University Library having 
2000-3999 service units? to .act as a. chief of department; and to do such 
other work as may be required.. 


Examples of Typical Tasks: 

Directing the work of the staff through department heads to. assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts .with faculty, students and alumni; , assisting in 
preparing the budget; helping to develop the book collection that- will 
implement the educational program; seeing that the library quarters are kept 
in' good condition; supervising inventories; preparing reports and memoranda; 
handling correspondence; assisting with the classification of library posi- 
tions, preparation of salary schedules and maintenance of personnel records; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members. on their, 
efficiency; developing' the latent abilities of staff .members and in general 
promoting staff esprit de corps; making the library .and its resources known 
to the student body and faculty; keeping in tquch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities; acting, as Chief Librarian in the absence of that . 
official. • • 

Minimum Qualifications: 

Professional: Educe tion and experience as specified in Professional Grade 
4; knowledge of modern library organization, procedure, policy, aims and 
service; good knowledge of books; reading knowledge .of two or more foreign 

languages and some familiarity with the 'literature of 'these languages; 
ability' to plan, lay out,- direct and coordinate the work of others; .ability 
to speak in public and to write clear and comprehensive reports; under- 
standing of the objectives : and procedures of higher education. 

Personal; Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness ; scholurliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. ' ■ 

Minimum Salary Schedule: 

r 

At least that of Professional Grade 4 
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Professional Grade 5 (see pp. 154-55) 


ASSOCIATE (OR ASSISTANT) CHIEF LIBRARIAN 
Class 3 Libraries 

Definition of the Class of Position: 

Under direction of the Chisf Librarian, to assist in the supervisory 
work involved in the administration of a Class 3 University Library having 
4000—5999 service units; to act as a chief of department; and to do such 
other work as may be required. 

Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helming to develop the book collection that will 
implement the educational" program; seeing that the library quarters are kept 
in good condition; supervising inventories; preparing reports and memoranda; 
handling correspondence; assisting with the classification of library posi- 
tions, preparation of salary schedules and maintenance of personnel records; 
m akin g recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; making the library and its resources known 
to the student boay end faculty; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities: acting as Chief Librarian in the absence of that 
official. 

. Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; working knowledge of modem library organization, procedure, policy, aims 
and service; wide knowledge of books; reading knowledge of two or more 
foreign languages and some familiarity with the literature of these languages; 
ability to plan, lay out, direct and coordinate the work of others; ability 
to speak in public and to write clear and comprehensive reports; understand- 
ing of the objectives and procedures of higher education. ' 

Personal: Aptitude for research; awareness of community; capacity’’ for 
leadershio; good judgment; initiative; intellectual curiosity; poise; 
resourccfiiTre.-.s; seholarliness; self-confidence; tact; ability to organize 
work; ability to direct., train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


ASSOCIATE (OR ASSISTANT) CHIEF LIBRARIAN 
Class 4 Libraries 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory, 
work involved in the administration of a Class 4 University Library having 
6000-7999 service units; and to do such other work as may be required. 

Examples of Typical Tasks: 


Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to. develop the book collection that wilx 
implement the educational program; seeing that the library quarters are. kept 
in good condition; supervising inventories; purchasing supplies and. equip- 
ment; preparing reports and memoranda; handling correspondence; assisting 
with the classification of library positions, preparation ox salary. schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and m general promoting staff esprit de corps; 
making the library and its resources known to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities; acting 
as Chief Librarian in the absence of that official. 

Minimum Qualifications: 

Professional:. Education and experience as specified in Professional Grade 
&;■ good knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books and appreciation of scholarship; .read- 
ing knowledge of two oi' more foreign languages and some familiarity with 
the literature of these languages; ability to plan, ley out, direct. and 
coordinate the work of others; ability to speak in public and to write 
clear and comprehensive, reports; understanding of the objectives and 
procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge- personnel. 

Minimum /Salary Schedule: 


At least that of Professional Grade 6 
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Professional Grade 7 (see pp. 156-57) 


ASSOCIATE (OR ASSISTANT) CHIEF LIBRARIAN 
Class 5 Libraries 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory, 
work involved in the adminis tret Ion of a Class 5 University Library having 
8000—9999 service units j and to do such other work as may be required. 


Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational’ program; seeing that the library quarters are. kept 
in good condition; supervising inventories; purchasing supplies and equip- 
ment; preparing reports and memoranda; handling correspondence; assisting 
with the classification of library positions, preparation of salary schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters f rating staff members on their efficiency; developing the latent 
abilities of staff members end in general promoting staff esprit de corps; 
making the library and its resources known to the student body and faculty; 
keeping In touch with library developments by attending conferences and 
reading professional literature; participating in campus activities; acting 
as Chief Librarian in the absence of that official. 

Minimum Qualifications; 

Professional; Education and experience as specified in Professional Grade 
7; broad knowledge of modern library organization, procedure, policy, aims 
and service; wide knowledge of books, appreciation of scholarship and the 
research program and understanding of research methodology; reading knowledge 
of two or more foreign languages and some familiarity with the literature 
of these languages; ability to plan, lay out, direct and coordinate the work 
of others; ability to speak in public and to write clear and comprehensive 
reports; knowledge of the objectives and procedures of higher education. 

Personal; Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 

wrk; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that .cf Professional Grade 7 
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Professional Grade 8 (see p. 157) 


ASSOCIATE (OR ASSISTANT) CHIEF LIBRARIAN 
Class 6 Libraries 

Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the supervisory^ 

•rork involved in the administration of a Class 6 University Library having 
10,000-14,999 service units; and to do such other work as may be required. 

Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities, 
making community contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational program; seeing that the library quarters are _ kept 
in good condition; supervising inventories; purchasing supplies and ^ equip- 
ment; preparing reports and memoranda; handling correspondence; assisting 
with the classification of library positions, preparation of salary . schedules 
and maintenance of personnel records; making recommendations regarding 
appo in tments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit de corps; 
making the library and its resources known to the. student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities; acting 
as Chief Librarian in the absence of that official. 

Minimum Qualifications : 

Professional: Education and experience as specified in Professions! Grade 
8; extensive knowledge of modern library organization, procedure, policy, 
a i m s and service; wide knowledge ' of 'books, appreciation of scholarship and 
the research program 'and understanding of research methodology; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; ability tp plan, lay out, direct and 
coordinate the work of others; ability to speak in public and to write 
■ clear and comprehensive reports; knowledge of the objectives and procedures 
of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness; scholarliness; self— conxidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 8 
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professional Grade 8 (see p. 157) 


• associate [or assistant) chief librarian 

Class 7 Libraries 

Definition of the Class of Position: 

Upder direction of the Chief Librarian, to assist in the supervisory, 
work involved in the administration of a Class 7 University Library having 
15,000 or more service units; and to do such other work as may be required. 

■ Examples of Typical Tasks: 

Directing the work of the staff through department heads to assure that 
students and faculty will make the most effective use of library facilities; 
making eoronunity contacts with faculty, students and alumni; assisting in 
preparing the budget; helping to develop the book collection that will 
implement the educational program; seeing that the library quarters are kept 
in good condition; supervising inventories; purchasing. supplies and equip- 
ment; preparing reports and memoranda; handling correspondence; assisting 
with the classification of library positions, preparation of salary schedules 
and maintenance of personnel records; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting staff esprit de corps; 
making the library and its resources kno7.n to the student body and faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities; acting 
as Chief Librarian in the absence of that official. 

Minisjum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
8; extensive knowledge of modern library organization, procedure, policy, aims 
and service, particularly as they relate to the administration of a complex 
university library system having departmental and professional school and 
college libraries under the control of the central library; wide knowledge 
of books, appreciation of scholarship and the research program and under- 
standing of research methodology; reading knowledge of two or more foreign 
languages and some familiarity with the literature --of these languages; ability 
to plan, lay out, direct and coordinate the work of others; ability to speak 
in public and to write clear and comprehensive reports; good knowledge of 
the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; poise; 
resourcefulness ; scholarliness; self-confidence; tact; ability to organize 
work; ability to direct, train and supervise; ability to contact with equal 
cordiality and effectiveness, staff members, faculty members and students; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 8 
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Professional Grade 2 (see pp. 151-52) 


CATALOG LIBRARIAN 


Definition of the Cls-ss of Position: 

Under supervision of the Chief Librarian * to have charge of the cataloging 
and classification of books in a library where this work is nondepartmentalised; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Doing cataloging, classifying and subject heading; making master cards 
and adapting L*C. or other cards; recataloging when necessary; keeping shelf 
list; typing, revising and filing cards; supervising or handling processing 
details; developing the catalogs and the cataloging procedure to meet the 
needs of the institution; searching for catalog information; making recommenda- 
tions and decisions in matters of cataloging policy including cooperative 
undertakings with other libraries; maintaining a manual of cataloging routines;* 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; keeping in touch with library developments by attend- 
ing conferences and reading professional literature; participating in campus 
activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; working knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; knowledge of books; reading knowledge 
of one or more foreign languages; skill in the performance of cataloging; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; ability 
to organize work; ability to follow instructions; ability to get along well 
with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that o± Professional Grade 2 



Professional Grade 3 (see pp. 152-53) 


CHIEF CiTALGG LIBRARIAN 
Class A Catalog Department 


li-.' million of the Class of Position: 


Cnder direction of the Chief Lifcraritn or the Associate (or Assistant) 
Chief Librarian, to have charge of the work of a Glass A Catalog Department, 
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having a staff of 2 to 4 full-time members (or their equivalent in^ 
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part-time) including the chief; and to do such other work as may be required 


Examples of Typical Tasks: 


Laying out and assigning the cataloging and related work for . the members 
of the Catalog Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs and the cataloging procedure to meet the 
needs of the institution; doing cataloging, classifying and subject heading; 
supervising the preparing and filing of L.C. and other caro.s; . supervising 
recataloging when necessary; seeing that the necessary bibliographical tools 
and mechanic el equipment are available for the work of the cataloging^ staff ; 
making recommendations and decisions in matters of cataloging policy includ- 
ing cooperative undertakings with other libraries; maintaining _ a manual of 
cataloging routines; seeiny that essential x*ecords and statistics are 
kept; preparing reports and memoranda; handling correspondence^ consulting 
with chiefs of departments; making recommendations regarding^ appointments, . 
promotions, transfers, salary adjustments and other personnel ^matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional 
Grade 3; good knowledge of classification and cataloging procedures and 
problems and of the uses of catalogs, bibliographies and book lists; working 
knowledge of modern library organisation, procedure, policy, aims and service, 
particularly as they relate to cataloging; ability to relate the catalog 
details to the n^eds of the institution; ability to devise efficient catalog- 
ing methods; the perspective required to establish a wise balance between 
perfection and cost; good knowledge of books; reading knowledge of two or 
more foreign languages; ability to organize and direct a Catalog Department; 
appreciation of the objectives and procedures of higher education. 

Personal: Good judgment; initiative; intellectual curiosity; orderliness; 
resourcefulness; ability to organize work; ability to train and supervise; 
ability to size up situations and people accurately and to get along well with 
faculty, superiors, co-workers and subordinates. 


Minimum Salary Schedule: 


At least that of Professional Grade 3 
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professionr.1 Grade 4 (see pp. 153-54) 


CHIEF CATALOG LIBRAEIM 
Class E Catalog Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class B Catalog Department, 
i.e., having a staff of 5 to 7- full-time members (or their eouivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging and related work for the members 
of the Catalog Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs and the cataloging procedure to raeet the 
needs of the institution; doing cataloging, classifying and subject heading; 
supervising the preparing and filing of L.C. and other cards; supervising 
recataloging when necessary; seeing that the necessary bibliographical tools 
and mechanical eouipment are available for the work of the cataloging staff ; _ 
making recommendations and decisions in matters of cataloging policy includ- 
ing cooperative undertakings with other libraries; maintaining. a manual of 
cataloging routines; seeing that essential records and statistics are kept; ^ 
preparing reports and memoranda; handling correspondence; consulting with chiefs 
of departments; making recommendations regarding appointments, promotions, 
transfers, salary adjustments and other personnel matters; rating staff members 
on their efficiency; developing the latent aDilities of staff members and in 
general promoting staff esprit de corps; keeping in touchy with library develop- 
ments by attend in g conferences and reading professional literature; partici- 
pating in campus activities. 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of classification and cataloging procedures and problems and . 
of the uses of catalogs, bibliographies and book lists; good knowledge. of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to cataloging; ability to relate the catalog details to the 
needs of the institution; ability to devise efficient cataloging methods; the 
perspective required to establish a wise balance between perfection and cost; 
good knowledge 'of books; reading knowledge of two or more foreign languages jand 
in additiqn iome knowledge of at least one more language : ability to organxxe 
and direct a Catalog Department; understanding of the objectives and procedures 
of higher education. 


Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co-workers and subordinates; 
ability to judge personnel. 


Minimum Salary Schedule: 


At least that of Professional Grade 4 
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Professional Grade 5 (see pp* 154-55) 


GRIEF CATAL OG LIBRARIAN 
Class C Catalog Department 

Definition of the Class of Position: 


Under direction of the Chief Librarien or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Go talog. Department, 
i.e., having a staff of 6 to 10 full-time members (or their equivalent in ^ 
part-time) including the chief ; and to dc such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging aim relate'! work i'or_ the members of 
the Catalog Deportment staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs and the cataloging procedure to . meet the 
needs of the institution; giving personal supervision to the difficult cata- 
loging, classification and subject heading work including especially . rare 
items and materials in less familiar languages; directing the preparing and 
filing of L.C. and other cards; seeing that the necessary bibliographical tools 
and mechanical equipment are available for the work of the . cataloging _ staff ; 
making reco mm endations and decisions in matters of cataloging policy including 
cooperative undertakings with other libraries; seeing that essential records 
and statistics sre kept; preparing reports and memoranda; handling correspondence; 
conducting staff meetings; consulting with chiefs of. departments; making recom- 
mendations regarding appointments, promotions, transfers, salary adjustments 
and ether personnel matters; rating staff members on their efficiency; develop- 
ing the latent abilities of staff members and in general promoting staff esprit 
de corps; keeping in touch with Library developments by attending conferences 
and reading professional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5* wide knowledge of classification and cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book^ lists; broad knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; ability to relate the catalog _ details to 
the needs of the institution; ability to devise efficient cataloging ^ methods; 
the perspective required to establish & wise balance between perfection and 
cost; wide knowledge of books; reading knowledge of two or more foreign 
languages and in addition some knowledge of at least two more languages; 
demonstrated ability to organize and direct a Catalog Department; understand- 
ing of the objectives and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co-workers and subordinates; 
ability to judge personnel. 


Minimum Salary Schedule; 


At least that of Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


CHIEF CATALOG LIBRARIAN 
Class D Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian, or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class D Catalog Department, 
i.e., having a staff of II to 14 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be reouired. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging and related work for the members 
of the Catalog Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs and the cataloging procedure to meet the 
needs of the institution; giving personal supervision to the difficult cata- 
loging, classification and subject heading work including especially rare items 
and materials in less familiar languages; directing the preparing and filing 
of L.C. and other cards; seeing that the necessary bibliographical tools and. 
mechanical equipment are available for the work of the cataloging staff; making 
recommendations and decisions in matters of cataloging policy including 
cooperative undertakings with other libraries; seeing that essential records 
arid" statistics are kept'; preparing reports and memoranda; handling corre- 
spondence; conducting staff meetings; consulting with chiefs of departments; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting' staff esprit de corps; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
6; broad knowledge of classification and ' cataloging procedures and problems 
and of the uses of catalogs, bibliographies and book lists; extensive knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; ability to relate. the catalog. details to 
the needs of the institution; ability to devise efficient cataloging methods; 
the perspective required to establish a wise balance between perfection and 
cost; wide knowledge of books and appreciation of scholarship; reading knowledge 
of two or more foreign languages and in addition some knowledge of at least 
two more languages; demonstrated ability to organize and .direct. a Catalog 
Department; understanding of the objectives and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 
and to get along well with faculty, superiors, co— workers and subordinates; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 6 
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Professional Grade 7 (see pp. 156-57) 


CHIEF CATALOG LIBRARIAN 
Class E Catalog Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class E Catalog Department, 
i.e., having a staff of 15 or more full-time members (or their equivalent in 
port- time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the cataloging and related work for the members 
of the Catalog Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the catalogs and the cataloging procedure to meet the 
needs of the institution; giving personal supervision to the difficult cata- 
loging, classification and subject heading work including especially rare 
items and materials in less familiar languages; directing the preparing 
and filing of L.C. and other cards; seeing that the necessary bibliographical 
tools and mechanical equipment are available for the work of the cataloging 
staff; making recommendations and decisions in matters of cataloging policy 
including cooperative undertakings with other libraries; seeing that essential 
records and statistics are kept; preparing reports and memoranda; handling 
correspondence; conducting staff meetings; consulting with chiefs of departments 
ranking recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff, esprit de corps; keeping in touch with library developments by 
attending conferences and reading professional literature; "participating in 
campus activites. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
7; thorough knowledge of classification and cataloging procedures and problems 
vend of the uses of catalogs, bibliographies end book lists; thorough knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as thev relate to cataloging; ability to relate the catalog details- to 
the needs of the institution; ability to devise efficient cataloging methods; 
the perspective required to establish a wise balance between perfection and 
cost; wide knowledge of books, appreciation of scholarship and the research 
program and understanding of research methodology; reading knowledge of two 
or more foreign languages and in addition some knowledge of at least two more 
languages; demonstrated ability to organize and direct’ a Catalog Department; 
knowledge of the objectives and procedures of higher education. 

Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resource! ulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accurately 

and to get along w$ll with faculty,, superiors, co-workers and subordinates; 
ability to judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 7 
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Professional Grade 4 (see pp. 153-54). 


ASSISTANT CHIEF -gATALQG LIBRARIAN 
Class C Catalog Department 

Definition of the Class of Position: 


Under supervision of the Chief Catalog Librarian, to assist with the direc- 
tion of a Class C Catalog Department, i.e., having a staff of 8 .to in full- 
time members (or their equivalent in part-time) including the chief ; and to 
do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the cataloging and related. work; 
giving directions and suggestions to the members of the staff and aiding them 
with their difficult problems; assisting in developing the catalogs and the 
cataloging procedure to meet the needs of the institution; handling difficult 
or important cataloging, classification and subject heading work; supervising 
recataloging when necessary; making recommendations in matters of cataloging 
policy including cooperative undertakings with, other libraries; maintaining 
a manual of cataloging routines; seeing that essential records and statistics 
are kept; preparing reports and memoranda; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
natters; rating staff members on their efficiency; keeping in touch with 
library developments by attending conferences and reading professional liter- 
ature; participating in campus activities; acting as chief in the absence 
of that official. 


Minimum Q.ualif ications : 


Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of classification and cataloging procedures and problems and 
of the uses of catalogs, bibliographies ana. book lists; good knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; ability to devise .efficient cataloging 
methods; good knowledge of books; reading knowledge of two or more foreign 
languages and in addition some knowledge of at least one more language; 
ability to organize and direct a Catalog Department; understanding oi the 
objectives and procedures of higher education. 


Personal: Capacity for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness; ability to organize work; ability to 
direct, train and supervise; ability to size up situations- and people accu- 
rately and to get along well with faculty, superiors, co-workers and subordi- 
nates; ability to judge personnel. 


Minimum Salary Schedule: 


At least that of Professional Grace 4. 



33 


profe 


tonal Grade 5 (see pp. 


154-55} 


of: 


CATALOG LI3EARIM 


Class D Catalog Department 


Definition 


cf Position: 


Under supervision of the Cnief C .t.'.log Librar pan , to assist with, 
lion of a Class D Catalog Department, i.e., having a st.arf of ir^to 
tLme members (or their eoni valent in part-time) including the chief 
do ? ich other work as may be required. 


the direc- 
14 full- 
; and to 


Examples of Typical Tasks: 

Assisting in laying out and assigning the cataloging and related^ work; 
cr' -yir v directions and suggestions to the members ox tne staff and chiding them 
rith th-'ir difficult problems; assisting in developing the catalogs and^the^ 
o' t" lo^inv procedure to meet the needs c- the institution; handling difxicuxt 
or "important* cataloging, classification --nd subject heading work; supervising 
recntalc?ing when necessary; making recommendations in matters of cataloging 
policy including cooperative undertakings with other libraries; maintaining 
v manual of er-tcioging routines; seeing that essenoial records and statistics 
ar'e kept; preparing retorts and memoranda; making r e c oram end; it i or: s regarding 
appointments , promo t ion s , transfers, salary adjustments and other personnel 
matters; rating staff members cn their efficiency; keeping an touch wrth^ 
library developments by attending conferences apd reacting ^professional xitei'— 
nture : participating in campus activities; acting as chief in the absence- 
of that official. 


Minimum Qualif ication s : 

Professional: Education end experience as specified in Professional Grade 
5; wide knowledge of classification and cataloging procedures and problems 
•aiid of the uses of er-t ; logs, bibliographies and book lists; broad knowledge 
of modern library organisation, procedure, policy, aims and service, particu- 
lar Iv as they relate to cataloging ; ability to devise efiicient cataloging 
method’s; wide knowledge of books; reading knowledge of two or more foreign 
languages and in addition some knowledge of at least one more language; 
ability to organize and direct a Catalog Department; understanding of the 
objectives and procedures of higher education. 


Personal: Gaos city for leadership; good judgment; initiative; intellectual 
curiosity; orderliness; resourcefulness ; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people accu- 
rately and bo get along well with, faculty, superiors, co-workers and subordi- 
nates; ability to judge personnel. 


Minimum Salary Schedule* 

It least that -of Proio-.-saonal Grace 5 
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Prof's ssional Grade 6 (se© pp* 155—56) 


assistant chief catalog librarian 

Glass E Catalog Department 


Definition of the Class of Position: 

Under supervision of the Chief Catalog Librarian, to assist with the direc 
tion of s. Class E Catalog Department, i.e., having a ste-- of ±5 or . 
full-time members (or their equivalent in part-time) including tb- cn_ , 
and to do such other work as may be required. 

Examples of Typical Tasks: 

AMoistins in laving out and assigning the cataloging and related work; 

O ^ben nacesspi-v making recommendations in matters of cataloging 

zsst 

library developments by attending conferences and reu _ng pro bsenoe of 

ature; participating in campus activities, actm G as 
that official. 

Minimum Qualifications: 

knowledge of uwo or more -io^iSliP^^organiae and direct a Catalog Depart- 

*iT2-S^ * • 

Personal* Opacity for leadership; good judgment; initiative; 

JSS-, kdehiness; 

Sely »mdto S't “STwli with faculty, superiors, co-worlcsrs sud subordi 
nates; ability to judge personnel. 


Minimum Salary Schedule: 

At legist that of Professional Grade 6 
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Professional Grade 3 (see pp. 152-53) 
Professional Grade 4 (see pp. 153 - 54 ) 

CATALOG LIBRARLiN (REVISER). 

Catalog Department 

Definition of the Class of Position: 


Under direction of the Chief Catalog Librarian, to revise . the work of 
catalog librarians; and to do such other work as may be required. 

Examples of Typical Tasks: 

Revising cataloging, classification snd subject heading work; giving di- 
rections and suggestions to members of the cataloging staff and aiding^ them 
with their difficult problems; cataloging the more difficult books; maintain— 
in? a manual of routines; keeping essential records and statistics; preparing 
reports and memoranda; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3 or Professional Grade 4; wide knowledge of classification and cataloging- 
procedures and problems and of the uses of catalogs, bibliographies arid book 
lists; good knowledge of modern library organization, procedure, policy, aims 
and service, particularly as they relate to cataloging; good knowledge of books 
reading knowledge of two or more foreign languages and in addition some knowl- 
edge of at least one more language; understanding of the objectives and pro- 
cedures of higher education. 

Personal: Accuracy; alertness; good judgment; good memory; initiative; 
intellectual curiosity; orderliness; resourcefulness; scholarliness; self- 
confidence; systematic methods of work; tact; ability to organize work; 
ability to train and supervise; ability to size up situations and people 
accurately and to get along well with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Prole- axonal Grade 5 

At least that ox Professional Grade 4. ' 


Note: No differentiation has been made between the grades of Catalog Li- 
brarians (Revisers) because the grade depends not so much upon the size of 
the Catalog Department as upon the complexity of the books cataloged and the 
special research Involved. 
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Professional Grade .3 (see pp. 152-53) 
Professional Grade 4 (see pp. 153-54) 


CATALOG LIBRARIAN (SPECIALIST IN A SUBJECT uk LANGUAGE 

Catalog Department 


FIELD) 


Definition of the Class of Position: 

Under direction of the Chief Catalog Librarian, to have charge of the 
cataloging of books and other library materials in a highly specialises 
subject or an unusual language field; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Developing the catalogs end the cataloging procedure to meet the needs of 
the special field; handling difficult cataloging, classification and subject 
heading work in the special field; seeing- that the necessary bibliographical 
tools are available for cataloging work in the special field; keeping^well 
informed on developments in the special field; maintaining a manual o^ routines 
koenins essential records and: statistics; preparing reports and memoranda; 
consulting with chiefs of departments and with specialists on the library 
staff and an the faculty in order to coorainate the work with that in otner 
fields;* keeping in touch with" library developments by at tondmg^coni fences 
and. reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3 or Professional Grade 4, education to include specialisation in the special 
field of knowledge; wide knowledge of classification and cataloging . procedures 
and problems and of the UvSes of catalogs, biblio, graphics oook lists, 

especially in the soecial field; good knowledge of modern library organiza- 
tion, procedure, policy, aims and service, particularly as they relate to 
cataloging; good knowledge of books and other sources in the special field; 
reading knowledge of those foreign languages essential to the field; under 
standing of the’ objectives and procedures of higher education. 

Personal: Accuracy; alertness; aptitude for research; good judgment; 

?ood memory; initiative; intellectual curiosity; orderliness; resourcefulness; 
scholarlines s; self confidence; systematic methods of work; tact; ability to 
organize work; ability to train and supervise; ability to get along well with 
superiors, co— workers and subordinates. 

Minimum Salary Schedule: 

:.t ii-.u.st- that of Professional Grade 5 
At least that , of Professional Grade 4 


Note:, No differentiation has be-.n made between -the grades of Catalog Li- 
brarians (Specialists in a Subject or Language Field) because the grao.e 
depends not so much upon, the size of the Catalog Department c. s upon th 
complexity of the books cataloged and the special research involved. 
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Professional Grade 3 (see pp. 152-53) 
Professional Grade 4 (see pp. 153-54) 


CLASSIFICATION LIBRARIAN 
Catalog Department 


Di- 


or 


Class of Position: 


Under direction of the Chief Catalog librarian, uo 
orher library materials; to revise trie classifications 
and to do such other work as say be required. 


classify books and 
assigned by others; 


Examples of Typical Tesks: 


Classifying new 
reclassifying when 
needs; supervising 
essential records - 
touch with library 
sional literature; 


acouisltions; revising classifications assigned by others; 
necessary; developing new class numbers to meet current 
shelf-list work; maintaining a manual of routines; keeping 
snd statistics; preparing reports end memoranda; keeping in 
developments by* attending conferences and reading profes- 
participating in camous activities. 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional Grade 
3 or Professional Grade 4; wide knowledge of the various systems of classifi- 
cation, of the procedures and problems of cataloging and of the uses of cata- 
logs, bibliographies and book lists; good knowledge of modern library organi- 
zation, procedure, policy, aims end service, particularly as they relate to 
classification; good knowledge of book3; reading knowledge of two or more 
foreign languages and in addition some knowledge of at least one more language 
understanding of the objectives and procedures of higher education. 

Personal: Accuracy; aptitude for research; --cod judgment; good memory; 
initiative; intellectual curiosity; orderliness; res puree fulness; scholarli- 
ness; self-confidence; systematic methods of work; tact; ability to organize 
work; ability tc train and supervise; ability to get along well with superiors 
co-workers and subordinates. 


Minimum Salary Schedule: 

At ieur*’ that of Professional Grade 3 
At Least that of Professional Grade 4 


Note : No differentiation has been made between the grades of Classification 
Librarians because tho grade depends not so much upon the size of the Ca.talog 
Department as upon the complexity of the books classified and the special 
research involved. 
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Professional Grade 3 (see pp. 152-53) 


S ENIOR CATALOG IlbRARIM 
Catalog Department 

Definition .of the Class of Position: 

Under supervision cf the Chief Catalog Librarian or other designated 
authority, to no cataloging of more than average difficulty- and responsibility 
and. of s. character calling for the application ox modern xibiary _-c ihxque,- , 
and to do such other ■work as may be required. 

Examples cf Typical Tasks: 

Cataloging, recataloging, classifying, reclassifying, sub,} ect _ heading 
and cross referencing materials of more than average difxieulty including 
books, serials, documents, manuscripts, prints, films, music, etc.; search- 
ing for catalog information; making master cards and adapomg L.G. or oth.r 
cards; supervising and revising the work cl junior librarians and libra y 
■ clerks; assisting with the more specialized work in the department; maka^ 

recommendations in matters of cataloging poncy; P^f^tSnal “itSat^e^ 
developments by attending conferences and reading professional literature, 

participating in campus activities. 

Minimum Qualifications: . 

Professional: Education and experience as specified in -professional Grade 

3- Sod of classification and cataloging procedures and jrwfl-* 
aid cFtJS uses^of catalogs, bibliographies and boob lists; working toowl^ge 
of modem organisation, procedure policy, aims and seryace, per-icu 

lPrly as they relate to cataloging; gooo knowledge of & 

knowledge of two or more foreign languages; ability to do cataloging of more 
than average difficulty; appreciation of the objectives and procedure*, o 
higher education. 

Personal* Accuracy; srood judgment; orderliness; resourcefulness; system- 
atio“moZL of UOTkf ability^ to organize work; ability, to follow ^struetions; 
abtlitv to tr~in and supervise; ability to sise up situations and people 
acciiate^y Si A got Song .eh with superiors, co-workers end subordinates. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professions;-.! Grade 2 


(see pp. 151-52) 


iNTlTMEDIATE CATALOG LIBRARIAN 
Ota log Department 


Definition of the Cl 


of Position: 


Under supervision of the Chief Catalog librarian or other designated 
authority, to do cataloging of average difficult:.’- and responsibility and 


char 
ho do 


'ter 

such 


oths 


ing for the a ©plication of modern library techniaues; 
r work as msy be required . 


i.roolcs of 




Cats losing, reeatnloging, classifying, reclassiiying, subject heading 
•md or o ss"r ef erene inr materials of average difficulty including books, 

SQid als , documents, manuscripts, prxnts, xilms, musxc, etc.: see.ich-i_ng for 
catalog information; making master cards and adapting L.C. or other cards; 
assisting with the technical work in the department; supervising ana 
revising* the work of library clerks: keeping in touch with library develop- 
ments'* by attending conferences and reading professional literature; partici- 
pating in campus activities. 

Minimum Pualif iestions: 

Professional: Education end experience as specified in Professional 
Gro.de 2; wor kin g knowledge of classification and cataloging procedures and 
problems snd of the uses of catalogs, bibliographies and book lasts; knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; knowledge of books; reading knowledge of 
one or more foreign languages; ability to do cataloging of average difficulty; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; system- 
atic methods of work; ability to organize work; ability to follow instructions 
ability to supervise; ability to get along well with superiors, co-workers 
and subordinates. . 


Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 1 (see p. 151) 


JUNIOR CATALOG LIBRARIAN 
Catalog Department 


Definition of the Class of Position: 

Under supervision of the Chief Catalog Librarian or. other designated 
authority, to do simple cataloging of a character calling for the appli- 
cation of modern library techniques; and to do such other work as may be 
required. 


Examples of 'Typical Tasks: 

Doing simple cataloging of books and other library materials; searching 
for catalog information; making master cards and adapting L.C. and . other 
cards; assisting with the technical work in the department; . supervising 
and revising the work of library clerks; keeping in touch. with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional 

Grade 1; knowledge of classification and cataloging procedures and problems, 
and of the uses of catalogs, bibliographies and book. lists; understanding 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to cataloging; knowledge of books; reading knowledge _ 
of -.one or more foreign languages; ability to do simple cataloging; appreci 
ation of the objectives and procedures of higher education. 


Personal: Accuracy; good judgment; orderliness; ability to follow 
instructions; ability to supervise; ability to get along well with superiors, 
co-workers , and suborn inates . 


Minimum Salary Schedule: 

At least tjiat of Professional Grade 1 


9 
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Professional Grade 2 (see pp. 151-52) 


flTRCITLATION LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the ^ work 
involved in the circulation of books in a library where this work is non— 
departmentalized; and to do such other work as may be required. 

Examples of Typical Tasks: 

Developing the circulation procedure to meet the needs of the institution, 
assisting readers in the selection of books and in the use of the, card . catalog; 
keeping informed on needs of faculty members and students and acquainting them 
with available material; handling overdues; handling the work with reserves 
and interlibrary loans; arranging book displays, bulletin boards and exhibits; 
supervising the work of book shelving; taking inventory; reading and appraising 
books and other materials and making recommendations for their acquisition; 
making recommendations and decisions in matters of circulation policy; main- 
taining a man ual of circulation routines; seeing that essential records and 
statistics are kept; preparing reports and memoranda; handling correspondence; 
keeping in touch with library developments by attending conferences and read- 
ing" professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in professional Grade 
2; good knowledge of circulation procedure and problems; working knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to use catalogs, bibli- 
ographies, bock lists and indexes; knowledge of books; reading knowledge of 
one or more foreign languages; skill in the performance of circulation work; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
orderliness; poise; resourcefulness; sense of humor; tact; ability to organize 
work; ability to follow instructions; ability to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional C-rade 3 (see pp. 152-53) 


CHIFF CI5CTJLi-TlQN LIDPAPIAH 
Class A Circulation Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate {or Assistant) 

Ctref Librarian, to have charge of the work of a Class A Circulation pepar - 
merit i.e., having a staff of 2 to 6 full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be 
required. 

Examples of Typical Tasks: 

Laying out end assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that tney are effectively 
employed; giving them directions a.nd suggestions and aiding them with th it 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are jssisted in .he 
selection of books and in the use of the catalog; keeping informed on needs 

decisions in matters of circulation policy; maintaining a manual of circulation 
routines* seeing that essential records and statistics are kept; preparing 

reports '"and memoranda; handling correspondence; preparing work schedules 

the members of the staff; consulting witn chiefs of departments, mJang 
recommendations regarding appointments. Promotions transf* 'efficiencj; 
ments and other. Personnel ; mattery ratgg st.f. members ting 

t£S°E2itd. coSs: touch with library developments by attending 

conference s^and reading professional literature; participating in campus 
activities . 

Minimum Qualifications: 

Professional- Education and experience as specified in Professional Grade 
3; wide knowledge of circulation procedure and problems^ |ood.^ 0 ^ticS- 

to ise oatalogi.bibliogro- 

phie s , book lists and indexes; xood knoeiej^ oi books^ re.ding knoxle j 

appreciation of the objectives and procedures of higher education 

ness; good judgment, initiative, in , .,. + * organize work; ability to 

S;rt:“Xd S sSrer?issrSilit y to sisetp Situations and people accurately. 
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to get along well with faculty, superiors, co-workers and subordinates and 
to meet the "public pleasantly; ability to judge personnel. 

Minimum Salary Schedule: 

•;t least that of Professional Grade 5 
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Professional Grade 4 (see pp. 153-54) 


CHIEF CIRCULATION LIBRARIAN 
Class B Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, tc have charge of the work of a Class B Circulation Depart- 
ment, i.t., having a staff of 7 to 14 full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they are effectively- 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the 
selection of books and in the use of the catalog; keeping informed orTKeeds 
of faculty members and students and acquainting them with available material ; 
personally handling difficult situations with the faculty and students and. 
adjusting complaints: directing the work with reserves and interlibrary loans; 
directing the work of book shelving and stack maintenance; directing the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for their acquistion; making recommendations and 
decisions in matters of circulation policy; seeing that essential records 
rmd statistics are kept; preparing reports and memoranda; handling corre- 
spondence; preparing work schedules for the members of the staff; conducting 
staff meetings; consulting with chiefs of departments; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and. other 
personnel matters; rating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting staff esprit de 
corps; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of circulation procedure and ’problems; broad knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as thev relate to circulation work; ability to use catalogs, 
bibliographies, book lists and indexes; good knowledge of _ books; reading 
knowledge of two or more foreign languages and some familiarity with the . 
literature of these languages; ability to organize and direct a Circulation 
Department; understanding of the objectives and procedures of higher education. 

Personal; Awareness of community; capacity for leadership; cooperative— 
ness; good judgment; initiative; intellectual curiosity; orderliness; jpbiSe; 
resourcefulness; sense of humor; tact; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people 
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accurately, to get along well with faculty, superiors, co— workers and suboi di- 
nates and to meet the public pleasantly ; ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grace 4 
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Professional Grade 5 (see pp. 154-55) 


CHIEF CIRCULATION LIBRARIAN 
Class C Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Circulation Depart- 
ment, i.e., having a staff of *15 to 19 full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be 
req uired. 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work for the members 
of the Circulation Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the 
selection of books and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty and students and 
adjusting complaints; directing the work with reserves ana interlibrary loans; 
directing the work of book shelving and stack maintenance; directing the tak- 
ing of inventory; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations and decisions 
in matters of circulation policy; seeing that essential records and statistics 
are kept; preparing reports and memoranda; handling correspondence; conducting 
staff meetings; consulting with chiefs of departments; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
personnel matters; rating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting staff esprit de 
corps; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in professional Grade 
$• broad knowledge of circulation procedure and problems; extensive knowledge 
of modern library organisation, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to make the best use of 
catalogs, bibliographies, book lists and indexes; wide knowledge of books; 
reading knowledge of two or more foreign languages and some familiarity with 
the literature of these languages; demonstrated ability to organize ana 
direct a Circulation Department; understanding of the objectives and pro- 
cedures of higher education ♦ 

Personal: Awareness of coiiurrunityj capacity for leadership; cooperative— 
ness; good judgment; initiative; intellectual curiosity; orderliness; ^ poise; 
resourcefulness; sense of humor; tact; ability to ^organize work; ability to 
direct , train and supervise; ability to sise up situations and people 
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accurately, to get along well writh faculty, superiors, 
subordinates and to meet the public pleasnatlyj abilit 

Minimum Salary Schedule; 

least t tic ^t of tr 51 e e suonal Gi^ne «-> 


co-workers and 
■ to judge personnel. 
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Professional C-rede 6 (see pp. 155-56) 


CHIEF CI RCULAT ION L1BRA FIM 
Class D Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class D Circulation Depart- 
ment, i.e., having a staff of 20 or more full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Laying out and assigning the circulation and related work, for the members 
of the Circulation Department staff and seeing that they are effectively 
employed; giving them directions end suggestions and aiding them with their 
difficult problems; developing the circulation procedure to meet the needs 
of the institution; helping readers or seeing that they are assisted in the . 
selection of books and in the use of the catalog; keeping informed on needs 
of faculty members and students and acquainting them with available material; 
personally handling difficult situations with the faculty and students and 
adjusting complaints; directing the- work with reserves and interlibrary loans; 
directing the 'work of book shelving and. stack maintenance; directing the 
taking of inventory; reading and appraising books and other materials and 
making recommendations for their acquisitions; making recommendations and 
decisions in matters of circulation policy: seeing that essential records 
and statistics are kept; preparing reports and memoranda; handling corre- 
spondence; conducting staff meetings; consulting with . chiefs of departments; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and. in general 
promoting staff esprit de corps; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
6; thorough knowledge of circulation procedure and problems; thorough knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to make the best use of 
catalogs, bibliographies, book lists and indexes; wide knowledge of books 
and appreciation of scholarship; reading knowledge of two or more foreign 
languages and some familiarity with the literature of these languages; 
demonstrated ability to organize and direct a Circulation Department; 
understanding of the objectives and procedures of higher education. 

Personal: Awareness of community; capacity for leadership; cooperative- 
ness; good judgment; initiative; intellectual curiosity; orderliness; poise; 
resourcefulness; sense of humor; tact; ability to organize work; ability to 
direct, train and supervise; ability to size up situations and people 
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accurately y to get along well with faculty, superiors, co-workers and 
subordinates and to meet the public pleasantly; ability to judge personnel* 

Minimum Salary Schedule: 

-*t lea;- 1 that of Prof essionai -Grace b 
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Professional Grade 3 (see pp. 152-53) 


ASSISTANT CHrF.y CIRCULATION libraria n 
G lass B Circulation Department 


Definition of the Glass of Position: 

Under supervision of the Chief Circulation Librarian, to assist with the 

direction of a Class B Circulation Department, i.e h f ^flndfnf the chief- 
14 full-time members (or their equivalent m part-time) me g > 

and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the_ circulation and related work;^ 
giving directions cad suggestions to the members of the staff ' Jr . L iure 
rtheir difficult problems; assisting in developing the 

to meet the needs of the institution; helping readers « "SSL- JeepiS 
+v, e npi action of books and in the use of -..he catalog, keeping 

Informed on needs of faculty members and students and acquainting them with 
avSlable materiel personally handling difficult situations with the faculty 
Sd sSdente La aiiLting complete; assisting ta directing the worfc mth 

reserves and interlibrery loans ; reading SlSLLiiition^making recommends- 
materials and making, recommendations fox 0 f circulation 

routines j'^keeping'^eesential^records^Sd statistics; preparing reports and^ 

memoranda; making recommendations reg ^ rd ^| ^tta^staff Members ’on their 

SSSSSSS^assaas- 

ing as chief in the absence of that official. 

Minimum Qualifications: 

3; « 

r": LoS" Le’orLoreWg > ~ 

of higher 

education, 

Personal; Awareness of comnity; eapaoity for ^ership; .'pSSf rLoLce- 
good judgment; initiative; .intellectual curiosity, orderl^ess,^ 

fulhess; sense of humor; tact; ability < g . 0 ole accurately, to 

-trained supervise; ability te size up ^ SrtinLL andV 

get along well with faculty, superiors, ^ 
meet the public pleasantly; ability to judge personne . 

Minimum Salary Schedule: 

. At least that of Professional Grade S 



Professional Grade 4 (see pp. 153-54) 


ASSISTANT CHX^F CIRCULATION LIBRARIAN 
Glass C Circulation Department 

Definition of the Glass of Position: 

Under supervision of the Chief Circulation Librarian, to assist with the 
direction of a Class C Circulation Department, i.e., having a staff of 15 to 
19 full-time 'members (or their equivalent in part-time) including the chief 5 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the circulation and related work., 
giving directions and suggestions to the members of the staff and aiding them 
with their difficult problems; assisting in developing the circulation pro- 
cedure to meet the needs of the institution; helping readers or seeing that 
they are assisted in the selection of booms and in the use of the catalog; 

informed on needs of faculty members and students and acquainting 
them with available material; personally handling difficult situations ^ with 
the faculty end students and adjusting complaints; assisting in directing the 
work with reserves and interlibruxy loans; reading and appraising books and 
other materials and making recommendations for their acquisition; making 
recommendations in matters of circulation policy; maintaining a manual ^ of 
circulation routines; keening essential records and statistics; preparing 
reports and memoranda; preparing work schedules for the members of the staff; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; keeping in touch with library developments by attending con- 
ferences and reading professional literature; participating in campus 
activities; acting as chief in the absence of that official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
4; wide knowledge of circulation procedure and problems; broad knowledge of 
modern library organisation, procedure, policy, aims and servi.ee, particularly 
as they relate to circulation work; ability to make the best use of catalogs., 
bibliographies, book lists and indexes; good knowledge of books; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; ability to organize and direct a Circulation 4 *' 
Department; understanding of the objectives and procedures of higher education. 

Personal: Awareness of community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty , superiors, co— workers and subordinates and to 
meet the public pleasantly; ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 4 
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professional Grade 5 (see pp. 154-55) 


ASSISTANT CHIEF CIRCULATION LIBRARIAN 
Class D Circulation Department 


Definition of the Class of Positions 

Under supervision of the Chief Circulation Librarian, to assist with the 
direction of a Class D Circulation Department, i.e., having a staff of 20 or 
more full-time members (or their equivalent in part-time) including the chiei, 
and to do such other work as may be required. 


Examples of Typical Tasks: 

Assisting in laying out and assigning the circulation and related work? 
giving directions and suggestions to the members of _ the staff and r0 cedure 

with their difficult problems; assisting m developing the circulation procd 
to meet the needs of the institution; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; Keeping 
informed on needs of faculty members and students ana acquainting them with 
available material; personally handling difficult situations with thef acuity 
and students and adjusting complaints; assisting an directing the work it 
reserves and interlibrary loans; reading and appraising cooks and other 
materials and making recommendations for their acquisition; making recommenda 
tions In matters of circulation policy; maintaining a manual of circulation 
routines; keeping essential records and statistics; preparing reports and 
memoranda; preparing work schedules for the members of the staff; making 
recommendations regarding appointments, promotions , transfers , _ salary adj us t - 
ments and other personnel matters; rating staff members on their effici ney, 
keeping in touch with library developments by attending conferences .and 
reading professional literature; participating in campus activities; acting 
as chief in the absence of tha.t official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; broad knowledge of circulation procedure and problems; extensive knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; ability to make the best use of 
catalogs, bibliographies, book lists and indexes; wide knowledge of books; 
reading knowledge of two or more foreign languages and some familiarity with 
the literature of these languages; ability to organize and 

Department; understanding of the objectives ana procedures of higher education. 

Personal*. Awareness of community; capacity for leadership; cooperativeness; 
good judgment; initiative; intellectual curiosity; order] L1 ^ e 1 s f ? 
fulness; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and 

get along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly; ability tc judge personnel. 


Minimum Salary Schedule: 

At least that of Professional Grade 5 
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professional Grade 3 (see pp. 152—53) 


TWTRRI.IEBJLPJ LOAN LIBRARIAN 
Circulation Department 


Definition of the Class of Position: 

Under direction of the Chief Circulation Librarian or other designated 
authority, to have charge of inter library loans; and to do such other work 
as may be required. 

Examples of Typical Tasks: 

Directing interlibrary loan work; preparing and putting into effective 
use procedures for lending, borrowing and returning interlibrary loan materials; 
advising with faculty members and students as to their interlibrary loan needs; 
personally handling difficult situations arising from interlibf-ary loans; keep- 
ing informed of the sources of interlibrary loans; searching union catalogs, 
bibliographies and indexes; deciding which materials should be lent or requested 
as loans end which would require photographic reproduction for lending; sug- 
gesting purchase of available materials by the library when ^ interlibrary loan 
seems inadvisable or is impossible; keeping necessary citation fixes; super- 
vising the sending of date due notices and the collecting of finds to cover 
carriage and insurance on loans and necessary replacements; making recommenda- 
tions in matters of circulation policy; maintaining a manual of routines; 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; consulting with chiefs of departments; keeping in 
touch with library developments fcy atcending conferences ana reading pro 
fessional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education end experience as specified in Professional Grade 

3; wide knowledge of interlibrary loan procedure and problems; good knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as thev relate to interlibrary loan work; ability to make the best use 
of catalogs/ bibliographies, book lists and indexes; good knowledge of books 
including rare materials; reading knowledge of one or more foreign languages 
and some familiarity witA the literature of these languages ; appreciation of 
the objectives and procedures of higher education. 


Personal: Accuracy; awareness of community; coopergtiveness; good judgment; 
initiative; intellectual curiosity; orderliness; poise; resourcefulness; self- 
confidence-; sense of humor; tact; ability to organize work; ability to train 
and -supervise; ability to size up situations and people accurately, to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 


Minimum Salary Schedule: 


At least that of Professional Grade 3 


» 
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Professional Grade 3 (see pp. 152-53) 


RESERVES LIBRARIAN 
Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Circulation Librarian or other designated 
authority, to have charge of the work of the Reserves Book Room; and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the work for the Reserves Book Room staff and see- 
ing that they are effectively employed; developing the reserves procedure to 
meet the needs of the institution; advising with students regarding reserves 
assignments; conferring with faculty members on their reading assignments in 
order to adapt the work in the Reserves Book Room to the instructional aims 
of the institution and to serve the students more effectively; personally 
handling difficult situations and adjusting complaints; supervising the send- 
ing of overdue notices and the collecting of fines; directing the checking of 
reserves lists; displaying for student reference the lists of assigned read- 
ing under departments and course numbers; organizing and supervising reserves 
routines; making recommendations in matters of circulation policy; maintain- 
ing a man ual of reserves routines; keeping essential records and statistics; 
preparing reports and memoranda; consulting with chiefs of departments; mak- 
ing recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters;, rating staff members on their ef- 
ficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; keeping in touch with library developments 
by attending conferences, and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; wide knowledge of circulation procedure and problems; good knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to reserves work; familiarity with the types of reserves assign- 
ments and their educational implications; good knowledge of books used for 
reserves reading; reading knowledge of one or more foreign languages and some 
familiarity with the literature of these languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
initiative; in tellectual curiosity; orderliness; poise; resourcefulness; self- 
confidence; sense of humor; tact; ability to organize work; ability to train 
and supervise; ability to size up situations and people accurately, to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly . 

Minimum Salary Schedule: 

At least that of Professional Grade 3 
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Professional Grade L (see PP-151— 52) 


SUPERVISING LIBRARIAN OF STACKS 
Circulation Department 

Definition of the Class of Position: 

Under direction of the Chief Circulation Librarian or other designated 
authority, to have charge of stack work; and to do such other work as may- 
be required. 

Examples of Typical Tasks: 

Laying out and assigning the work of the Stack Clerks and seeing that# they 
££•£ effectively employed; giving them directions and suggestions, aiding them 
with their difficult problems and revising their work; formulating and adminis- 
tering stack policies, rules and regulations; advising with readers at the 
stack desk; charging and discharging books at the stack desk; assigning stack 
carrels; issuing stack permits; directing the work of book shelving and stack 
maintenance; planning reshelving and other stack reorganization; supervising 
the taking of inventory; maintaining a manual of stack routines; keeping 
statistics; preparing reports and memoranda; preparing work schedules for 
the members of the staff; making recommendations regarding appointments, 
promotions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; keeping in touch with library developments 
by attending conferences and reading professional literature; partic ipating 
in campus activities. 

Minimum Qualifications: 

Professional: Education end experience as specified in Professional Grade 

2; good knowledge of circulation procedure and problems; working knowledge of 
modem library organization, procedure, policy, aims and service, particularly 
as they relate to circulation work; knowledge of books; reading knowledge of 
one or more foreign languages; appreciation of the objectives and procedures 
of higher education. 

Personal: Accuracy; alertness; capacity for detail; cooperativeness; good 
judgment; initiative: orderliness; patience; poise; resourcefulness; self- 
confidence; sense of humor; tact; ability to organize work; ability to train 
and supervise; ability to size up situations and people accurately, to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 


Minimum* Salary Schedule: 

At least that of Pxofessiohal Grade L 
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Professional Grade 3 ('see op. 152-53) 


SENIOR CIRCULATION LIBRARIAN 
Circulation Department 

Definition of the Glass of Position: 

Under supervision of the Chief Circulation Librarian or other designated 
authority, to do circulation work of more than average difficulty and 
responsibility and of a character calling for the application of modern 
library techniques; and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in rushing effective use of library facilities by answer- 
ing their questions and helping them to make use of the card catalog; 
arranging book displays, bulletin boards and exhibits; giving book talks; 
compiling lists and bibliographies; reading and appraising books and other 
materials and making recommendations for their acquisition; assisting with 
the mare specialized work of the department; making recommendations in matters 
of circulation policy; supervising and revising the work of junior librarians 
and library clerks; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 3; wide knowledge of circulation procedure and problems; good knowledge 
of modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to circulation work; good knowledge of books; reading 
knowledge of one or more foreign languages and some familiarity with the 
literature of these languages; ability to do circulation work of more than 
average difficulty; appreciation of the objectives and procedures of higher 
education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
orderliness; poise; resourcefulness; sense of humor; tact; ability. to follow 
instructions; ability to train and supervise; ability to size up situations 
and people accurately, to get alon^ well with faculty, superiors, co— workers 
and subordinates and to meet the public pleasantly . 


Minimum Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 2 (see pp. 151-5?) 


INTERMEDIATE CIRCULATION LIBRARIAN 
Circulation Department 


Definition of the Glass of Position: 


Under supervision of the Chief Circulation Librarian 
authority, to do circulation wrk of average difficulty 
and of a character calling for the application of modern 
and to do such other rork as may be required. 


or other designated 
and responsibility 
library techniques; 


Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by answer- 
ing their questions and helping them to make use of the card catalog, s - 

ing in the preparation of reading lists; assisting with the technical work 
of the department; helping, when necessary, with circulation routines, such 
as handling overdoes and reserves, charging and discharging books and ^ taking 
inventory: supervising and revising the work of library clerks; keeping in 
touch with library developments by attending conferences ana reading pro- 
fessional literature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 2; good knowledge of circulation procedure and problems ^working 
knowledge of modem library organisation, procedure, policy, aims and . 
service, particularly as they relate to circulation work; knowledge of 
books; reading knowledge of one or more foreign languages; ability to do 
circulation work of average difficulty; appreciation of the objectives and 
procedures of higher education* 

Personal: Accuracy; coopex'ativeness; good judgment; orderliness; poise; re- 
sourcefulness; sense of humor; tact- ability to follow instructions; ability to supervise; 
ability to get along well with faculty, superiors, co-workers and subordinates 
and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade £ 
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Professional Grade 1 (see p. 151) 


JUNIOR CIRCULATION LIBRARIAN 
Circulation Department 


Definition of the Class of Position: 

Under supervision of the Chief Circulation Librarian or other designated 
authority, to do simple circulation work of a character calling for the 
application of modern library techniques; and to do such other work as may 
be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by answer- 
ing their questions and helping them to make use of the card catalog; ~ 

in^ with the technical work of the department; helping, when necessary with 
circulation routines, such as handling overdues and reserves , charging am 
discharging books and taking inventory; supervising and revising the work oi 
library ""clerks.; keeping In touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1* working knowledge of circulation procedure and problems; knowledge^ ox 
modern library organization, procedure, policy, aims and service , particu- 
larly as they relate to circulation work; knowledge of books; reading knowledg 
of one or more foreign languages; ability to do simple circulation work; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 

resourcef uln ess; tact; ability to follow instructions; ability to supervise; 
ability to get along well with faculty, superiors, co-workers and subordinates 
and to meet the public pleasantly* 


Minimum Salary Schedule* 

At least that of Professional Grade 1 
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Professional Grade 2 ( see pp. 151-52) 


ORDER LIBRARIAN 


Definition of the Class of Positions 

Under supervision of the Chief Librarian, to 
work in a library where this work is nondepartmentali^ed, and to do such 

other work as may be required. 

Examples of Typical Tasks: 

Developing the order procedure to meet the needs of the . ^f^tutionj 
ordering books and other printed materials; obtaining order data from bibli- 
oeranhical tools; handling orders and shipments; supervising or hanalmg 
processing details; interviewing publishers' representatives; handling the 
acquisition and disposition of gifts; checking bibliographies, auction and 
second-hand catalogs; accessioning books; ordering L.C. and other cards; 
reading and appraising books and other materials and making recommendations 
for their acquisition; making recommendations and decisions in matters of 
order policy; maintaining a manual of order routines; seeing that essential 
records and statistics are kept; preparing reports end memoranda; handling 
correspondence; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional 

Grade 2; good knowledge of order procedure and problems; working knowledge 
of modem library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; knowledge of library materials, especially 
books, book markets, editions, publishing standards, publishers' output, 
prices and discounts, copyright and customs laws and regulations insofar as 
they relate to books * reading knowledge of one or more foreign languages; 
skill in the performance of order work; appreciation of the objectives and 
procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; ability 
to organize work; ability to follow instructions; ability to get along well 
with superiors, co-workers and subordinates. 


ui worn Salary Schedule; 

At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 152-53) 


CHIEF OPDER LIBRARIAN 
Class A Order Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Order Department, 
i.e., having a staff of 2 to 3 full-time members (or their equivalent in 
part-time) including the chief; and to do such ether work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the order and related work for the members of 
the Order Department staff and seeing that they are effectively employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the order procedure to meet the needs of the institution; 
discussing with faculty end instructional departments departmental needs 
and opportunities for book ecquisition; ordering books and other . printed, 
materials; participating in the preparation of book budgets; administering 
the funds within the limits of the book budget; dealing with representatives- 
of the book trades — foreign book agents, book jobbers, private owners and 
auction houses; organizing and directing the acquisition and disposition of 
gifts, exchanges and duplicates; checking bibliographies, auction and second- 
hand catalogs; supervising bibliographic searching; supervising accessioning; 
supervising the ordering of L.C. and other cards; reading and . appraising books 
and other materials and making recommendations for their acquisition; making 
recommendations and decisions in matters of order policy; maintaining a 
urinal of order routines; seeing that essential records and statistics are 
kept; preparing reports and memoranda; handling correspondence; consulting 
with chiefs of departments; making recommendations regarding appointments, _ 
promotions, transfers, salary adjustments and other personnel ^matters; rating 
staff members on their efficiency; developing the latent abilities of staff 
members and in general promoting staff esprit de corps; keeping in touch 
with library developments by attending conferences and reading professional 
literature; pa.rticipating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; wide knowledge of order procedure and problems; good knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to order work; ability to devise efficient order methods; good 
knowledge of library materials, especially bocks, book markets, editions, 
publishing standards, publishers' output, prices and discounts, copyright 
and customs laws and regulations insofar as they relate to books; reading 
knowledge of two or more foreign languages; ability to organize and direct 
an Order Department; appreciation of the objectives and procedures of higher 
education. 

■ Personal: Accuracy; business acumen; capacity for detail; good judgment; 
initiative; intellectual curiosity; orderliness; resourcefulness; ability to 
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organize workj ability to train and supervise; ability to 
and people accurately and to get along well with faculty, 
workers and subordinates. 

Minimum Salary Schedule: 

At least that of Profestional Grace 5 


size up situations 
superiors , co- 



Professional Gr-i.de 4 (see pp. 153-54) 


CHIEF ORDER LIBRARIAN 
Class B Order Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 
Chief Librarian, to have charge of the work of a Class B . Order ^ Department , 
i e having a staff of 4 to 5 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 


Examples of Typical Tasks: 

Laying out and assigning the order and related work for the members of 
the Order Department staff and seeing that they are effectively . employed; 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the order procedure to meet the needs of the ^nstituti- , 
discussing with faculty and instructional departments departmental neouw 
and opportunities for book acquisition; ordering books .and other _ printed 
materials; participating in the preparation of book budgets; administering 
the funds within the limits of the book budget; dealing with represent-.ti es 
of the book trades — foreign book agents, book jobbers, private ^ owners and 
auction houses; organising: ana directing the acquisition and uxsposx o 
gifts exchanges and duplicates; checking bibliographies, auction and second 
hard 'catalogs'; suoervising bibliographic searching; supervising accessioning; 
supervising the ordering of L.G. and other cards; reading appraising bocks 
snd other materials and making recoanaendP.ticms for their acquisition, making 
recommendations and decisions in matters of order policy; maintaining a 
msnual of order routines; seeing that essential recoras and statistics are 
kept- preparing reports and memoranda; handling correspondence; consulting 
with’ chiefs of departments; making recommendations 

promotions , transfers, salary adjustments and other personnel matters, rating 
staff members on their efficiency; developing the latent abilities ox staf 
members and in general promoting staff esprit da corps; ke< !P^^ x ^ 1 
with library developments by attending conferences and reading professional 

literature; participating in campus activities. 

Minimum Qualifications: 

„ s »ss. 

and customs laws and regulations insofar as they relate to books , 
knowledge of two or more foreign languages tbUity 

at least one more to make effective use of national ^^°g a ^ 8 ^4Ll)es 
to organise and direct an Order Department! understanding of the objectives 

and procedures of higher education* 

w«.«5?raa^SRS’Sr 

resourcefulness; ability to organize work; c > 



H-l. O 


6ft 


supervise; ability to sise up situations ; nft people 
long well with faculty, superiors, co-workers an ft 
udge personnel. 


accurately end to get 
subordinates; ability to 


Minimum Salary Schedule: 

At least, that of Professional Grade ft. 
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Professional Grade 5 (see pp. 154-65) 


CHIEF ORDER LIBRARIAN 
Class C Order Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class C Order Department, 
i.e., having a staff of 6 to 7 full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the order and related work for the members of 
the Order Department staff and seeing that they are effectively employed^ 
giving them directions and suggestions and aiding them with their difficult 
problems; developing the order procedure to meet the needs of the institution; 
discussing with faculty and instructional departments departments 1 needs and 

opportunities for book acquisition; handling difficult or important matters 
relating to order work; participating in the preparation of book budgets; 
administering the funds- within the limits of the book budget; dealing with 
representatives of the book trades— foreign book agents, book jobbers, 
private owners and auction houses; checking bibliographies, auction and 
second-hand catalogs; reading and appraising books and other materials and 
making recommendations for their acquisition; making recommendations and 
decisions in matters of order policy; seeing that essential records and 
statistics are kept; preparing reports and memoranda; handling correspond- _ 
ence; conducting staff meetings; consulting with chiefs of departments; making 
recommendations ' regarding appointments, promotions, transfers, salary adjust- 
ments and other personnel matters; rating staff members on their efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corps; keeping in touch with library developments by attend- 
ing conferences and reading professional literature; participating in campus 
activities . 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; broad knowledge of order procedure and problems; extensive knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; ability to devise efficient order methods; 
wide knowledge of library materials, especially books, book markets, editions, 
publishing standards, publishers' output, prices and discounts, copyright 
and customs laws end regulations insofar as they relate to books; reading 
knowledge of two or more foreign languages and sufiicient familiarity wi a 
least two more to make effective use of national bibliographies; demonstrated 
ability to organize arid direct an Order Department; understanding of the 
objective# and procedures of higher education. 

Personal: Accuracy; business acumen; capacity for detail; capacity for 
leadership; good judgment; initiative; intellectual curiosity, orderliness, 
resourcefulness; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately and to get 
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along well with faculty, superiors, co-workers and subordinates; ability to 
judge personnel. 

Minimum Salary Schedule: 


i-i'o leaso *ciic 


or Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


CHIEF ORDER LIBRARIAN 
Class D Order Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to hare charge of the work of a Class D Order Department,. 
i. e having a staff of 3 or more full-time members (or their equivalent in 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks; 

Laying out and assigning the order and related work for _ the members of 
the Order Department staff and seeing that they are effectively, employed; 
living them directions and suggestions and aiding them with their dit^icult 
problems; developing the order procedure to meet the needs of the institution; 
discussing with faculty and instructional departments departmental needs and 
opportunities for bock acquisition; handling difficult or important matters 
relating to order work; participating in the preparation of book oudgets; 
administering the funds within the limits of the took buoget; ^ing w 
representatives of the book trades— foreign book agents, bock joboers, 
private owners and auction houses; checking bibliographies, auction ad 
second-hand catalog reading and appraistatooks potter 1 



SX” " kep t ; preparing* repents and 

ence; conducting stsff meetings; consulting with chief! 

recommendations regarding appointments, promotions, transfers, salag^j 

nth or personnel matters; rating staff members on their etiicieney, 
“vSontog the iSrabUlties of staff>e,,oers and in 
i pr> “ “ - keeping* in uouch wito library cIb v 6 1 o piri6n t s by 

ing conferences and" reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional* Education and experience as specified in Professional Grade 
6; ££<£. knowledge of. order 

VP&fSZ ZZZXlX^Z L ievise efficient order 

MKHrurranhies- demonstrated ability to organize and direct an Order Depart 
mSp Sde Splodge of the objectives end procednree of higher education. 

Personal* Accuracy; business acumen; capacity for detail; capacity for 
leadership) good fud^nt, initiative; Intellect^ -g^^orderliness; 

^isef^MU^Ss^urKSSions Ll people accurately and to get 



eo— workers and subordinate 


along well with faculty, superiors, 
tc -iuige -personnel. 

Minimum Salary Schedule: 


xrac' 


least mar 


of Pi of estxonal 


6 
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Professional Grade 4 (see pp. 153-54) 


ASSISTANT CHIEF ORDER LIBRARIAN 
Class C Order Department 


Definition, of the Class of Position: 

Under supervision of the Chief Order Librarian, to assist with the direc- 
tion of a Class C Order Department, i.e., having a staff of £ to 7 full- 
time members (or their equivalent In part-time) including the chief; and to 
do such other work as may be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the order and related work; subject 
to the direction of the chief, giving directions and _ suggestions to the. 
members of the staff and aiding them with their difficult problems; assist- 
ing in developing the order procedure to meet the needs of the institution; 
discussing with faculty and instructional departments departmental needs 
and opportunities for book acquisition; handling difficult or important matters 
relating to order work; dealing with representatives of the book trades 
foreign "be ok agents, book jobbers, private owners and auction houses; super- 
vising the acquisition and disposition of gifts, exchanges and duplicates; 
checking bibliographies, auction and second-hand catalogs; supervising 
bibliographic searching; supervising accessioning; supervising the ordering 
of L.C. and other cards; reading and appraising bookstand other materials 
and making recommendations for their acquisition; making recommendations in 
matters of order policy; ' maintaining a manual of order routines; preparing 
reports and memoranda; making recommendations regarding appointments , promo- 
tions, transfers, salary adjustments and other personnel matters; racing stai 
members on their efficiency; keeping in touch with library developments by- 
attending conferences and reading professional literature; participating n 
campus activities; acting as chief in the absence of that official-. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

4; wide knowledge of order procedure and problems; broad knowledge of modern 
library organization, procedure, policy, aims and service, particular y a 
they relate to order work; ability to devise efficient order methods; good 
knowledge of library materials, especially books, book markets, editions, 
publishing standards, publishers' output, prices and discounts,copyright 
and customs laws and regulations insofar as they relate to bocks ^reading 
knowledge of two or more foreign languages and some . 

at least one more to make effective use of national bibiiographies , abil ty 
to organize and direct an Order _ Department; understanding of the objectives 
and procedures of higher education. 

Personal: Accuracy; business acumen; capacity for detail; capacity for 

leaSSp; good judg^nt; initiative; intellect f l curiosity; or^ess; 
resourcefulness ; ability to organize work; ability to Direct, train and 
supervise; ability to size up situations and people t 

along well with faculty, superiors, co-workers and subordinates, abil y 

judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 4 
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Professional Grade 5 (see pp. 154-55) 

4 

ASSISTANT CHIEF ORDER LIBRARIAN 
Class D Order Department 


Definition of the Class of Position: 


Under supervision of the Chief Order Librarian 
tion of a Class D Order Department/, i.e., bay — n ^ 
time members (or their eouivalent in part-time) 


, to assist with the direc- 
a staff of 8 or more full- 
including the chief; end to 


do such other work as may be recuired. 


Examples of Typical Tasks: 

Assisting in laying out and assigning the order and related work; subject 
to the direction of the chief, giving directions and suggestions to the members 
of the staff and aiding them with their difficult problems; assisting in 
developing the order procedure to meet the needs of the institution; dis- 
cussing with faculty and instructional departments . ^ . departmental needs 
and opportunities for book acquisition; handling difficult or important 
matters relating to order work; dealing with representatives of the book 
trades— foreign book agents, book jobbers, private owners and auction houses; 
supervising the acauisition and disposition of gifts, exchanges and . duplicates, 
checking bibliographies, auction end second-hand catalogs; supervising bibli- 
ographic searching; supervising accessioning; supervising the ordering of^L.C. 
and other cards; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations in matters of 
order policy; maintaining a manual of order routines; preparing reports and 
memoranda; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency; keeping in touch with library developments by attending conferences 
and reading professional literature; participating in -campus activities; acting 
as chief in the absence of that official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; broad knowledge of order procedure and problems; extensive knowledge of 
modem library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; ability to devise efficient order methods; 
wide knowledge of library materials, especially books, book markets, editions, 
.publishing standards, publishers' output, prices and discounts, copyright 
and customs laws and regulations insofar as they relate to books; reading 
knowledge of two or more foreign languages and some familiarity with at least 
two more to make effective use of national bibliographies; ability to organize 
and direct an Order Department; understanding of the objectives and procedures 
of higher education. 

Personal: Accuracy; business acumen; capacity for detail; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness* 
resourcefulness; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately and to get- 
along well with faculty, superiors, cp-workers and subordinates; ability to 
judge personnel. 

Minimum Salary Schedule: 


At least that of Professional Grade 5 
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Professional Grade 3 (see pp*152-53j 


GIFTS AND EXCHANGES LIBRARIAN 
Order Department 


Definition of the Class of Position: 

Under direction of the Chief Order Librarian, to have charge of the 
handling of gifts and exchanges; and to do such other work as may be 
required . 


Examples of Typical Tasks; 

planning and organizing the work of gifts and exchanges; checking in^ gifts 
and exchanges; building want lists; building lists of duplicatesjclaiming 
missing numbers of exchanges; arranging new exchanges; making recommendations 
tn matters of order policy; maintaining a manual or routines, keeping essential 
T'cu'cvr'd and statistics; preparing reports and memoranda; handling correspond— 
enc^^elating to exchanges t^keeprng In touch with library developments by at- 
tending" conferences and 1 reading professional literature; participating m 
campus activities. 


Minimum Qualifications: 


Professional: Education and experience as specified in Professional Grade 

3* wide knowledge of gifts and exchanges procedure and problems good knowledge 
of modern library organisation, procedure, policy, aims and service, particu- 
larly as they relate to gifts and exchanges work; good knowledge of books; 
reading knowledge of two or more foreign languages; appreciation of the ob- 
jectives and procedures of higher education. 


Personal: Accuracy ; business acumen; capacity for detail; good judgment; 
initiative; intellectual curiosity; orderliness; resourcefulness; self- 
confidence; systematic methods of work; ability to organize work, ability 
to train and supervise; ability to size up situations and people accurately 
and to get along well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 3 (see pp. 152-53) 


SERIALS LIBRARIAN 
Order Department 

Definition of the Class of Position: 

Under direction of the- Chief Order Librarian, to have charge of the check- 
ing and distribution of serials; and to do such other work as may be required. 

Examples of typical Tasks: 


Planning and organising the serisls work; developing^ the ^serials procedure 
to meet the needs of the institution; checking in and distributing serials; 
claiming missing numbers of serials; making suggestions as.to the .acquisition 
of serials; making recommendations in matters of order policy; maintaining 
a manual of routines; keeping essential records and statistics; preparing 
reports and memoranda; keeping in touch with library developments by attending 
conferences and reading professional literature; participating m campus 
activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; wide knowledge of serials procedure and problems; good knowledge of modern 
library organization, procedure, policy, aims and service, particularly as they 
relate to serials work; ability to make the best use of periodical indexes; 
good knowledge of books; reading knowledge oi two or more foreign languages 
including German and French; appreciation of the objectives and procedures of 
higher education. 

personal: Accuracy; business acumen; capacity for detail; good judgment; 
initiative; intellectual curiosity; orderliness; resourcefulness; self- 
confidence; systematic methods of work; ability to organize work; ability to 
train and supervise; ability to size up situations and people accurately and 
to get along well with superiors, co-workers and subordinates* 


Minimum Salary Schedule: 


At least that of Professional Grade 5 



Professional Grade 3 (see pp, 152-53) 


SENIOR ORDER LIEBAR1AM 
Order Department 

Definition of the Class of Position: 

Under supervision of the Chief Order Librarian or other designated 
authority, to do order work of more than average difficulty and responsibility 
and of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Handling the more difficult or important order matters; ordering books 
and other printed materials; handling gifts, exchanges and continuations; 
searching for . out-of-print items; checking bibliographies, auction and second- 
hand catalogs; reading and appraising books and other materials and making 
recommendations for their acquisition; handling correspondence; super- 
vising and revising the work of junior librarians and library 
clerks; assisting with the more specialized work in the department; making 
recommendations in matters of order policy; keeping in touch with library 
developments by attending conferences and reading professxonal literature; 
participating in campus activities. 

Minimum Qualifications: 

Professional; Education and experience as specified in Professional 
Grade 3; wide knowledge of order procedure and problems and of the uses of 
catalogs, bibliographies, book lists and indexes; good ^ knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to order work; good* knowledge of library materials, especially 
books, book markets, editions, publishing standards, publishers 1 output, 
prices end discounts, copyright and customs laws and regulations insofar as 
they relate to books; reading knowledge of two or more foreign languages; 
ability to do order work of more than average difficulty; appreciation of 
the objectives and procedures of higher education. 

Personal: Accuracy; business acumen; good judgment; orderliness; 

resourcefulness; systematic methods of work; ability to organize work; 
ability to follow instructions; ability to train and supervise; ability 
to size up situations and people accurately, to get along well with 
superiors, co— workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of 'Professional Grade 3 



Professional Grade 2 (see pp. 151-52). 


INTERMEDIATE ORDER LIBRARIAN 
Order Department 


Definition of the Class of Position: 

■ Under supervision of the Chief Order Librarian or other designated 
authority } to do order work of average difiiculty and responsibility &nd 
of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Handling order work of average difficulty; ordering books and other 
printed materials; handling gifts, exchanges and continuations; claiming 
missing issues of periodicals; searching for out— of— print items; reading 
and appraising books and other materials and making recommendations for 
their acouisition; assisting with the technical work in the department; 
supervising and revising the work of library clerks; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 2; good knowledge of order procedure- and problems and of the uses of 
catalogs, bibliographies, book lists and indexes; working knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to order work; knowledge of books; reading knowledge 
of one or more foreign languages; ability to do order work of average 
difficulty; appreciation of the’ objectives and procedures of higher education. 

Personal: Accuracy; good judgment; orderliness; resourcefulness; systematic 
methods of work; ability to organize work; ability to follow instructions; 
ability to supervise; ability to get along well with superiors, co-workers, 
and subordinates. 


Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 1 (see p. 151) 


JUNIOR ORDER LIBRARIAN 
Order Department 

Definition of the Class of Position: 

Under supervision of the Chief Order Librarian or other designated authority, 
to do simple order work of a character calling for the application of modern 
library techniques; and to do such ether work as may be required. 

Examples of Typical Tasks: 

Handling simple order items; searching records for books requested; search- 
ing for bibliographical information on current books? ordering L.C. and 
other cards; claiming missing issues of periodicals; reading and appraising 
books and other materials and making recommendations for their acquisition; 
assisting with the technical work in the department; supervising and revising 
the work of library, clerks; keeping in touch with library developments by 
attending conferences and reading professional literature; participating in 
campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1; working knowledge of order procedure and problems and of the uses of 
catalogs, bibliographies, book lists and indexes; knowledge of modern library 
organisation, procedure, policy, aims and service, particularly as they 
relate to order work; knowledge of books; reading knowledge of one or more 
foreign languages; ability to do simple order Work; appreciation of the 
objectives and procedures of higher education. 

Personal; Accuracy; good judgment; orderliness; resourcefulness; ability 
to follow instructions; ability to supervise; ability to get along well with 
superiors, co— workers and subordinates. 

Minimum Salary Schedule; 

At least that of Professional Grade 1 
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Professional Grade 2 (see pp. 151-52) 


REFERENCE LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian, to have charge of the reference 
work in a library where this work is nondepartmentalized; and to do such other 
work as may be required* 

Examples of Typical Tasks: 

Giving reference service to students and faculty; developing the reference 
procedure and materials to meet the needs of the institution; consulting with 
faculty and instructional departments on reference needs in their particular 
fields; giving or supervising instruction in the use ^ of the library ; arrang- 
ing for the reproduction of research materials; compiling indexes, lists ^ and 
bibliographies; reading and appraising books and other materials and making 
recommendations for their acquisition; making recommendations and decisions 
in matters of reference policy; maintaining a manual of reference routines; 

that essential records and statistics are kept; preparing reports 
and memoranda; handling correspondence; keeping in ^ touch with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities. 

Minimum Qualifications r 

Professional: Education and experience as specified in Professional Grade 

2; working knowledge of reference procedure' and problems; knowledge of modern 
library organization, procedure, policy, aims and service, particularly as 
they relate to reference work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; knowledge of books and other reference 
materials; reading knowledge of one or more foreign languages; skill in the 
performance of reference work; teaching ability; appreciation of the objectives 
and procedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
intellectual curiosity; orderliness; poise; resourcefulness; sense of humor; 
tact; ability to organize work; ability to follow instructions; ability to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly* 

Minimum Salary Schedule; 


At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 152-53) 


CHIEF REFERENCE LIBRARIAN 
Class A Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class A Reference Department, 
i.e., having a staff of 2 to 3 full-time members (or their equivalent in_ 
part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and instructional 
departments on reference needs in their particular fields; handling dixiicult 
or important reference matters, especially for the faculty and graduate 
students; giving or supervising instruction in the use of the library on 
both undergraduate and graduate levels; directing the work of the reference, 
bibliography, documents and periodicals reading rooms and any other reading 
rooms under the jurisdiction of the Reference Department; arranging for the 
reproduction of research materials; compiling indexes, lists and bibliogra- 
phies; reading and appraising books and other materials and making _ recomme 
tions for their acquisition; making recommendations and decisions in matte 
of reference policy; maintaining a manual of reference routines; seeingthat 
essential records and statistics are kept; preparing reports and memoranda, 
handling correspondence; preparing work schedules for the members of t 
consulting with chiefs of departments; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
matters; rating staff members on their efficiency; developing the latent 
abilities of staff members and in general promoting stall esprit ae coipe, 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating m campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in G ^ d ® 

3; good knowledge of reference procedure and problems; working knowledge of 
modfrn library organization, procedure, policy, aims and a ervice, 
larly as they relate to reference work; ability to make the best use o 
catalogs , bibliographies , book lists and indexes; 

and other reference materials; reading knowledge of one or m °reforeign 
languages and some familiarity with the literature of these 
ability to organize and direct a Reference Department; teaching ability, 
appreciation of the objectives and procedures of higher education. 

Personal* Aptitude for research; awareness of community; good judgment; 
initiative! * intellectual curiosity; orderly poise; 
scholarliness: self-confidence; sense of humor, tact, abi 7 J * 

work! ability to train and supervise; ability to size up situations and 
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people accurately, to get along well with £ acuity 7 superiors, co workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least tliat oi Professional Grade 3 



Professional Grade 4 (see pp* 153*54) 


CHIEF- REFERENCE LIBRARIAN 
Class B Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Glass B Reference Department, 
i,e., having a staff of 4 to 5 full-time members (or their equivalent ' in part- 
time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they are effectively- 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and instructional 
departments on reference needs in their particular fields; handling difficult 
or important reference matters, especially for the faculty and graduate 
students; giving or supervising instruction in the use of the library on 
both undergraduate and graduate levels; directing the work of the reference, 
bibliography, documents and periodicals reading rooms and any other reading 
rooms under the jurisdiction of the Reference Department; arranging for the 
reproduction of research materials; compiling indexes, lists and bibliographies; 
reading and appraising books and other materials and making recommendations 
for their acquisition; making recommendations and decisions in matters of 
reference policy; maintaining a manual of reference routines; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; preparing work schedules for the members of the 
staff; conducting staff meetings; consulting with chiefs of departments; 
making recommendations regarding appointments, promotions, transfers, salary 
adjustments and other personnel matters; rating staff members on their 
efficiency; developing the latent abilities of staff members and in general 
promoting staff esprit de corps; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

4$ wide knowledge of reference procedure and problems; good knowledge of modern 
library organization, procedure, policy, aims and service, particularly as they 
relate to reference work; ability to make the best use of catalogs, bibliogra- 
phies, book lists and indexes; good knowledge of books and other reference 
materials; reading knowledge of two or more foreign lemguages and some 
familiarity with the literature of these languages; ability to organize and 
direct a Reference Department; teaching ability; understanding of the 
objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; good judgment; 
initiative; intellectual curiosity; orderliness; poise; resourcefulness; 
scholarliness; self-confidence; sense of humor; tact; ability to organize 
work; ability to train and supervise; ability to size up situations and 
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co— workers 


S4 

people accurately, to get along well with faculty, 
and subordinates and to meet the public pleasantly 

Mini mum Salary Schedule: 

At least that .of Professional Grade 4 


» 


superiors 
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Professional Grade 5 (see pp* 154-55) 

\ 


CHIEF REFERENCE LIBRARIAN 
Class C Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian , to have charge of the work of a Class C Reference Department, 
i.e., having a staff of 6 to 7 full-time members (or their equivalent in part- 
time) Including the chief; and to do such other work as may be required* 

Examples of Typical Tasks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they are effectively 
employed; giving them directions and suggestions and aiding them with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and Instructional 
departments' on reference needs in their particular fields; handling difficult 
or important reference matters, especially for the faculty and graduate 
students; giving or supervising instruction in the use of the library on 
both undergraduate and graduate levels; directing the work of the reference, 
bibliography, documents and periodicals reading rooms and any other reading 
rooms under the jurisdiction of the Reference Department; arranging for the 
reproduction of research materials; compiling indexes, lists and bibliogra- 
phies; reading and appraising books and other materials and making recommenda- 
tions for their acquisition; making recommendations and decisions in matters 
of reference policy; maintaining a manual of reference routines; seeing that 
essential records and statistics are kept; preparing reports and memoranda; 
handling correspondence; preparing work schedules for the members of the staff; 
conducting staff meetings; consulting with chiefs of departments; making^ 
recommendations regarding appointments, promotions, transfers, salary adjust- 
ments and other personnel matters; rating staff members on their efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corps; keeping in touch with library developments by attending 
Conferences and reading professional literature; participating in campus 
activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
5; wide knowledge of reference procedure and problems; broad knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
as they relate to reference work; ability to make the best use of catalogs, 
bibliographies, book lists and indexes; wide knowledge of books and other 
reference materials; reading knowledge of two or more foreign languages 
some familiarity with the literature of these languages; demonstrated ability 
to organize arid direct a Reference Department; teaching ability; under standing 
of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness; 
poise; resourcefulness; scholarliness; self-confidence; sense of humor; tact; 
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ability to organize work; ability to direct, train and supervise; ability 
to size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


CHIEF REFERENCE LIBRA? IAN 
Class D Eefsrence Department 


Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class D Reference Department, 
i.e., having a staff of 8 to 9 full-time members (or their equivalent in part- 
time) including the chief; and to do such other work as may be required. 

Examples of Typical Tasks; 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they ^ are effectively 
employed; giving them directions and suggestions and aiding them . with their 
difficult problems; developing the reference procedure and materials to meet 
the needs of the, institution; consulting with faculty and instructional 
departments on reference needs in their particular fields; handling difficult 
or 1 important reference matters, especially for the faculty and graduate 
students; giving or supervising instruction in the use of the library on 
both under graduate and graduate levels; directing the work of the reference, 
bibliography, documents and periodicals reading rooms and any other reading 
rooms under the jurisdiction of the Reference Department; arranging for the 
reproduction of research materials; compiling indexes, lists and bibliograp les, 
reading and appraising books and other materials and making recommendations 
for their acquisition; making recommendations ^ancl decisions in matte-s o 
reference policy; seeing that essential records and stctistie^ are kept, 
preparing reports and memoranda; handling correspondence; conducting stall 
meetings; consulting with chiefs of departments; making recommendations 
regarding appointments, promotions, transfers, salary adjustments and other 
personnel Stters; rating staff members on their efficiency; developing the 
latent abilities of staff members and in general promoting staff esprit de 
corps; keening in touch with library developments by attending conferences 
and reading professional literature; participating in campus activities. 

Minimum Qualifications; 

Professional: Education and experience as specified in Professional Grade 

6; broad knowledge of reference procedure and problems ; extensive knowledge of 
modern library organization, procedure, policy, aims and service, P^^^ arly 
as they relate to reference work; ability to make the best use of catalogs, 
bibliographies, book lists and indexe.s; wide knowledge °J, bo °^ ^ 
reference materials and appreciation of scholarship; .^ad^g toowledge S 
two or more foreign languages and some familiarity with t^RefeSnce 
these languages ; demonstrated ability to organize and direct a Reference 
Segment? teaching ability; understanding of the objectives and procedures 

of higher education. 

Personal* Aptitude for research; awareness of community; capacity for 
iJSSS’goSl ISagment; initiative; intellectual curiosity; o r a«aineae; 
poise; resourcefulness; scholarline ss; self-confidence; senseofhumor.tact, 
ability to organize work; ability to direct, tram and supervise, ability to 
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size up situations and peep*, aocurateij, to Rtt along 
puneriors , co-workers and suborduiaoos ^na to ^ .x. - 

ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional Grace £ 


well with faculty 
public pleasantly 
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Prof Bo si: 


(see pp. 156-57) 


CHI IT RiFEREJ-'E L1BPAR.UM 
Class E Reference Department 

Definition of the Class of Position: 

Under direction of the Chief Librarian or the Associate (or Assistant) 

Chief Librarian, to have charge of the work of a Class E Reference Depart- 
ment, i.e., having a staff of 10 or more full-time members (or their equivalent 
in part-time) including the chief; and to do such other work as may be required. 

Examples of Typical Tusks: 

Laying out and assigning the reference and related work for the members 
of the Reference Department staff and seeing that they are effectively 
employed; giving them, directions and suggestions and aiding them with their 
difficult problems ; developing the reference procedure and materials to meet 
the needs of the institution; consulting with faculty and instructional depart- 
ments on reference needs in the.ir particular fields; handling difficult or 
important reference matters, especially for the faculty and graduate students; 
giving or supervising instruction in the use of the library on both under- 
graduate and graduate levels; directing the work of the reference, bibliography, 
documents and periodicals reading rooms -and any other reading rooms under the 
jurisdiction of the Reference Department; arranging for the reproduction of 
r-ese-rch materials; compiling indexes, lists and bibliographies; reading and 
appraising books and other materials and making recommendations for their 
acquisition; making recommendations and decisions in matters of reference 
Dolicv; seeing that essential records and statistics are kept; preparing 
reports and memoranda; handling correspondence; conducting staff meetings; 
consulting with chiefs of departments; making recommendations regarding 
appointments, promotions, transfers, salary adjustments and other personnel 
metters; rating staff members on their efficiency; developing the patent 
abilities of staff members and in general promoting staff esprit de corps; 
keeping in touch with library developments by attending conferences and read- 
ing professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in ProfessionalGrade 

7* thorough knowledge of reference procedure and proolems; thorough knowledge 
of modern ’library organization, procedure, _ policy, aims and service, particu 
larly as they relate "to reference work; ability to make the best us o 
catalogs, bibliographies, book lists and indexes; wide knowledge of booxs 
and other reference materials, appreciation of scholarship and ^research 
program and understanding of research methodology; reading know e g - _ 

S S?e foreign languages end some familiarity with the literature of these 
languages; demonstrated ability to organize and direct a Ref erenceDepartment ^ 
teaching ability; knowledge of the objectives and procedures of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 

leadership; good judgment; initiative; intellectual 

noise- resourcefulness; scholarliness; self-confidence; sense of humo. , _tact; 
ability to organize work; ability to direct, train and supervise, am 1 y o 
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size up situations end people .^ccurate3.y , to get along well with faculty, 
superiors, co-workers and sut ordinates and to meet the public pleasantly; 
ability to judge personnel. 

Minimum Salary Schedule: 

An 3-east that of Professional Grade 7 
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professions! Grade 5 (see pp. 154-55) 


ASSISTANT CHIEF REFERENCE LIBRARIAN 
Glass D Reference Department 

Definition of the Class of Position: 

Under supervision of the Chief Reference Librarian, to assist _with toe 
direction of a Class D Reference Department, i.e., having a staff ox - to 
9~ full-time members (or their equivalent in part-time) including the chief; 
and to do such other work as may be required. 


Examples of Typical Tasks: 

Assisting in laying out and assigning the reference and related work; 

living directions and. suggestions to the members of the staff and aiding 

them with their difficult problems; assisting in developing the reference 

procedure and materials to meet the needs of the institution; consulting 

Sith faculty and instructional departments on reference needs in their 

particular fields; handling difficult or important reference masters, 

especially for the faculty and graduate students; giving or supervising 

instruction in the use of the library on both undergraduate _ana graduate 

levels; assisting in directing the work of the reference , bibliography , 

documents and periodicals reading rooms and any other reading rooms unuer . 
aocumeuw a.iu. it n^«^+Tn<sr,+ . for the reoroduetn 



ot re sear c a uittbwiaiwj - , , . ^ 

and appraising books and other materials and making recommendations for 
thei 1 '* acquisition; making recommendations and decisions m matters of 
r«ference U policy^ maintain ing a manual of reference routines; preparing 
reports and memoranda; preparing work schedules for the members of the staff , 
making recommendations regarding appointments, Promotions, tre 
i* ond othe^ personnel matters; rating staff members on tneir 

efficiency; keeping in touch with library developments by attending conferences 
and reading professional literature; participating m campus activities, 
acting as chief in the absence of that official. 

Minimum Qualifications: _ , n , 

Professional : Education and experience as specified in Professional G 

5* wide knowledge of reference procedure and problems; broad knowleage of 

~ pouc, K'SS’XT' 

tad ^f^ince materials; reading knowledge of two or more foreign 

SS4SS some familiarity with the literature of these languages; 
ability to organise -nd direct a Reference Department; teaching ebilH. , 
understanding of the object, imes ond procedures o. higher education. 

•r» -> rp^earch; awareness of coiHiirunioy; cEpt'C-fty for 

ssssj»« , su 

poise; resourcefulness; scholar liness, self md ’ eUT1Br7ise . abl lity to 

StSStirerp^fSuLtely to get along -^ith faculty, 
superiors, co-workers and subordinates and to meet the pnoliu pleasantly, 
ability to .judge personnel. 

Minimum Salary Schedule: 

• At least that of Professional Grade 5 
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Professional Grade 6 (see pp. 155-56) 


ASSISTANT CHIEF REFERENCE LIBRARIAN 
Class E Reference Department 

Definition cf the Class of Position: 

Under supervision of the Chief Reference Librarian, _ to assist with the 
‘direction of a Class E Reference Department, i.s., having & staff of 10 or 
more full-time members (or their equivalent in part-time) including the 
chief; and to do such other work as may be reouired. 

Examples of Typical Tasks: 

Assisting in laving out and assigning the reference and related vrork; giving 
directions and suggestions to the members of the staff and aiding them with 
their difficult problems; assisting in developing the reference procedure and 
problems to meet the needs of the institution; consulting with faculty and 
instructional departments on reference needs in their particular fields; 
handling difficult 01 important reference matters, especially for the faculty 
and graduate students; giving or supervising instruction in the use of the 
library on both undergraduate end. graduate levels; assisting in directing the 
work of the reference, bibliography, documents and periodicals reading rooms 
and any other reading rooms under the jurisdiction of the Reference Department; 
arranging for the reproduction of research materials; compiling indexes, lists 
and bibliographies ; reading and appraising books and other* materials and 
making recommendations for their acquisition; making recommendations and 
decisions in matters of reference policy; maintaining a manual of reference 
routines; preparing reports and memoranda; preparing work schedules for the 
members of the staff; making recommendations regarding appointments, promo- 
tions, transfers, salary adjustments and other personnel matters; rating 
staff members on their efficiency; keeping in touch with library developments 
by attending conferences and reading professional literature; participating 
in campus activities; acting as chief in the absence of that official. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
6; broad knowledge of reference procedure and problems; extensive knowledge 
of modern library organisation, procedure, policy, aims and service, particu- 
larly as they relate to reference work; ability to make the best use- of 
catalogs, bibliographies, book lists snd indexes; wide knowledge of books 
and other reference materials and appreciation of scholarship; reading 
knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; ability to organize snd direct a Reference 
Department; teaching ability; understanding of the objectives and procedures 
of higher education. 

Personal: Aptitude for research; awareness of community; capacity for 
leadership; good judgment; initiative; intellectual curiosity; orderliness; 
poise; resourcefulness; scholar! iness; self-confidence; sense of humor; tact; 
ability to organize work; ability to direct, train and supervise; ability to 
size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly; 
ability to judge personnel. 

Minimum Salary Schedule: 

At least that of Professional 'Grade 6 
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Professional Grade 3 (see pp. 15?-53) 


ARCHIVIST 

Reference Department 
Definition of the Class of position: 

Under direction of the Chief Reference Librarian, to have charge of non- 
current university records, off-campus public records not provided for in 
the documents collection, manuscript material of local interest and faculty 
and alumni publications; and to do such other work as may be reouirea. 

Examples of Typical Tasks: 

Planning and organising the work; acquiring and preparing material suita- 
ble for the university archives; carrying on bibliographic and research 
projects; handling gifts and exchanges; answering reference questions; main- 
taining a manual coroutines; keeping essential records and statistics; 
preparing reports and memoranda; handling correspondence; consulting with 
chiefs of departments; keeping in touch with library developments by attending _ 
conferences and reading professional literature; participating in campus activi- 
ties. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3, education to include training in historiography; working knowledge of 
modern library organization, procedure, policy, aims and service, particu- 
larly as they relate to work with archives; good knovflsdge of books, materials 
and subject matter covered bv the collection; sufficient foreign language 
background to be able to Interpret the c^lincticnp appreciation of the objectives 
and procedures of higher education. 

Personal: Accuracy; aptitude for research; awareness of community; eood 
judgment; initiative; intellectual curiosity; orderliness; poise; resource- 
fulness: scholarline ss; self-confidence; sense of humor; systematic methods 
of work; tact; ability to organize work; ability to train and supervise; _ 
ability to size up situations and people accurately, to get along well with 
faculty, superiors, co— workers and subordinates and to meeo the public 
pleasantly. 

Minimum Salary Schedule: 

nt least that of Professional Grade 5 
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Professional Grade 3 (see pp. 152-53) 


BIBLIOGRAPHER . 
Reference Department 


Definition of the Class of Position: 

Under direction of the Chief Reference Librarian, to have charge of the 
work of compiling, editing and evaluating bibliographies; to advise on edi- 
tions, format and other technical phases of bibliography; and to do such 
other work as may be required. 

Examples of Typical Tasks: 

Cora-oilinc bibliosraohies on research subjects submitted by faculty, graduate 
students orV the library itself; locating bibliographic information on _ titles 
for which incomplete data are submitted; collaborating witn subject specialists 
on the faculty in developing bibliographic tools in that field; jteepmg^ informed 
on developments in the field of bibliography; answering reference questions; 
making recommendat.i ons in matters of reference policy; maintaining a manual 
of routines; keening essential records and statistics; preparing reports and 
memoranda: consulting with chiefs of departments; keeping in touch with library 
developments by attending conferences and reading professional literature, 
participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3 education to include specialization in the book arts; wording Knowledge of 
modern library organization, procedure, policy, aims and service, particularly 
ps th«v relate to bibliographic work; ability to make the best use of reference 
Toad bibliographic tools; 'good knowledge of reference and _ researen methodology ; 
i=-ood knowledge of books and reference and research materials; reauing knowledge 
of two or more foreign languages; appreciation of the objectives and proce- 
dures of higher education. 

Personal: Accuracy; aptitude for research; awareness of community; good 
judgment; initiative; intellectual curiosity; interest in book trade; order- 
liness; poise; resourcefulness; self-confidence; systematic _ methods of work; 
tact; ability to organize work; ability to train and supervise; ability to 
size up situations and people accurately , to get along well . with faculty , 
superiors, co-workers and subordinates and to meet the publia pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade b 



95 


Professional Grade 3 (see pp. 152-53) 


DOCUMMTS LIBRARIAN 
Reference Department 

Definition of tbe Class of Position; 

Undei’ direction of the Chief Reference Librarian, to have charge of gov- 
ernment publications; and to do such other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the work; selecting and acquiring government 
publications; assisting in classification and cataloging of documents; check- 
ing government document indexes and bibliographies; answering reference ques- 
tions involving government publications; making recommendations in matters of 
reference policy; maintaining .a manual of routines; keeping essential records 
and statistics; preparing reports and memoranda; handling correspondence re- 
lating to documents; consulting with chiefs of departments; _ keeping in _ touch 
with library dove 1 o pmQrrfc s by ationdlzig conferences and reading professional 
literature;" participating in campus activities. 


Minimum Qualif ieat ions : 

Professional; Education and experience as specified in Professional Grade 
3 education to include special preparation in government publications; work- 
ina knowledge of modern library organic tion, procedure, policy, aims and 
service, particularly as they relate to documents work; good knowledge of 
S' another sources to the special field; reading knowledge oi one or 
mere foreign languages; appreciation of the objectives and pioc d 
higher education. 

Person? i; Accuracy; awareness of community; good judgment; , initiative, 
intellectual curiosity; orderliness; poise; resourcefulness; self-coniidence* 
systematic methods of^ork; tact; ability to organize work; ability to tram 
uirid esunervise • ability to size up situations and people accurately, no gen 
Song SS Sth faoihy, superiors, co-workers and subordinates and to meet 

the public pleasantly. 


Minimum Salary Schedule? 

At least that of Professional Grade 3 



94 


Professional Grade 3 (see pp. x.52-53) 


BIBLIOGRAPHER 
Reference Department 


Defir.it Lon of the Class of Position: 

Under direction of the Chief Reference Librarian, to have charge of the 
work of compiling, editing and evaluating bibliographies; to advise on edi- 
tions, format and other technical phases of bibliography ; and to do such 
ether work as may be required* 

Examples of Typical Tasks: 

Compiling bibliographies on research subjects submitted by faculty, graduate 
students or by the library itself; locating bibliographic information on titles 
for which incomplete data are submitted; collaborating with subject specialists 
on the faculty in developing bibliographic tools in that field; keeping informed 
on developments in the field of bibliography; answering reference questions; 
making recommendations in matters of reference policy; maintaining a manual 
of routines; keeping essential records and statistics; preparing reports and 
memoranda; consulting with chiefs of departments; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 

Minimum Qualif ications: 

Professional: Education -and experience as specified in Professional Grade 
3, education to include specialization in the book arts; working knowledge of 
modern library organization, procedure, polic?/, aims and service, particularly 
as they relate to bibliographic work; ability tc make the best use of reference 
and bibliographic tools; good knowledge of reference and research methodology; 
good knowledge of books and reference and research materials; reading knowledge 
of two or more foreign languages; appreciation of the objectives and proce- 
dures of higher education. 

Personal: Accuracy ; aptitude for research; awareness of community; good 

judgment; initiative; intellectual cuxlosity; interest in book trade; order- 
liness; poise; resourcefulness; self-conf idence; systematic methods of work; 
tact; ability to organize work; ability to train and supervise; ability to 
size up situations and people scciirately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade o 



95 


Professional Grade 3 (see pp. 152-53) 


DOCUMENTS LIBRARIAN : 
Reference Department 


Definition of the Class of Position: 

Under direction of the Chief Reference Librarian, to have charge of gov- 
ernment publications; and to do such other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the work; selecting and acquiring government 
oublications ; assisting in classification and cataloging of documents; check- 
ing government document indexes and bibliographies; answering reference ques- 
tions involving government publications; making recommendations in _ matters of 
reference policy; maintaining.® manual of routines; keeping essential records 
and statistics; preparing reports and memoranda; handling correspondence re- 
lating to documents; consulting with chief’s of departments; ^keeping in ^ touch 
with library developments by attending conferences and reading professional 
literature;' participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3, education to include special preparation in government publications; work- 
in? knowledge of modern library orga.ni.ZJ tion, procedure, policy, aims and 
service, particularly as they relate to documents work; good knowledge of 
books and other sources in the special field; ending knowledge cu one or 
mere foreign languages; appreciation of the objectives and. procedures of 
higher education. 

Personal: Accuracy; awareness of community; good judgment; .initiative; 
intellectual curiosity; orderliness; poise; resourcefulness; self-confidence; 
systematic methods of work; tact; ability to organize^ work; ability to tram 
and supervise; ability to size up situations and people accurately, to g 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 3 
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Professional Grade 3 (see pp. 152—53) 


SENIOR REFERENCE LIBRARIAN, 
Ref erenc e Department 


Definition of the Gloss of Position; 

Under supervision of the Chief Reference Librarian or other designated 
authority, to do reference work of more than average difficulty jand 
responsibility end of a character calling .tor the application oi modern 
library techniques; and to do such other work as may be required. 

Euamp3.es of Tynical Tasks; 

Handling the more difficult or important reference matters, especially 
for faculty or graduate students; reading and. appraising books and other 
materials and making recommendations for their acquisition; giving instruc- 
tion in the use of the library; supervising the work of the reference, 
bibliography, documents and periodicals reading rooms and^any other rooms 
under the jurisdiction of the Reference Department; compiling indexes, lists 
and bibliographies; assisting with the mere specialised work in the depart- 
ment; making recomirtend^tions* in matters of reference policy; keeping in touch 
with library developments by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Prof* v '.cnal ^Gra&e 

3: good i lowledge of reference procedure and problems and of tho u^aa of 
catalogs, bibliographies, book lists and indexes; working of modern 

library organisation , procedure, policy, aims and service, particularly as 
they r slate to reference work; good knowledge of books and other reference 
materials; reading knowledge ox one or more foreign languages and some 
familiarity with the literature of these languages; ability to do reference 
work of more then average difficulty; torching ability; appreciation of , 
the- objectives and procedures of higher education* 

Personal; Accuracy; OTreness of community; cooptwativenessf good judg- 
ment; intellectual curiosity; orderliness; poise; r* source fulness; ser^e 
cf humor; tact | ability to follow Instructions; ability to train and super- 
vise; ability oe else up situations and people accurately ? to get along 
well with faculty, superiors, cu-wcrkers " and subordinates and to meet the 
public pleasantly. 

Minimum Salary Schedule; 


At least -that of Professional Grade 3 
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Professional 9ra.de 2 (see pp. 151-52) 


INTERMEDIATE REFERENCE LIBRARIAN 
Ref er eric e Department 


Definition of the Class of Position: 

Under supervision of the Chief Reference Librarian or other designated 
authority, to ‘do reference work of average difficulty and responsibility and 
of a character ca.3J.ing for the application of modern library techniques; and 
to do such other work as may be required. 

Examples of Typical Tasks: 

Handling reference matters of average difficulty; giving instruction in 
the use of the library; working in the reference, bibliography, documents 
and periodicals reading rooms and any other rooms under the jurisdiction 
of the Reference Department; compiling indexes, lists and ^bibliographies; 
assisting with the technical 'work in the department; keeping essential 
records and statistics; supervising and revising the . work of library clerks; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; working knowledge of reference procedure and problems and of the uses of 
catalogs, bibliographies, book .Lists and indexes; knowledge of modern library 
organization, procedure, policy, aims and service, particularly s.s they 
relate to reference work; knowledge of books and other reference materials; 
reading knowledge of one or more foreign languages; ability to do reference 
work of average 'difficulty; teaching ability; appreciation of the objectives 
and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; intellectual curiosity; 

orderliness; poise; resourcefulness; sense of humor; tact; ability to follow 
instructions; ability to supervise; ability to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade k 
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Professional Grade 1 (see p. 151) 


JUNIOR REFERENCE LIBRARIAN 
Reference Department 

ition of the Class of Position: 

der sunervision of the Chief Reference Librarian or other designated, 
rity, to do simple reference work of a character caviling for the appli- 
„>n of modern library techniques; and to do such other work as may be 
ired. 

iples of Typical Tasks: 

Handling simple reference matters; assisting in the work of the reference, 
biography , documents and periodicals reading rooms and any other rooms under 
> jurisdiction of the Reference Department; assisting in compiling indexes, 
.sts and bibliographies; assisting with the technical work in the department; 
ipervising and revising the work of library clerks ; keeping in touch with 
ibrary developments by attending conferences and reading professional 
literature; participating i* 1 oampus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

1; knowledge of reference procedure and problems and of the uses of catalogs, 
bibliographies, book lists and indexes; understanding of modern library 
Organization, procedure, policy, aims and service, particularly as they 
relate to reference work; knowledge of books and other reference materials; 
reading knowledge of one or more foreign languages; ability to do simple 
reference work; teaching ability; appreciation of the objectives and pro- 
cedures of higher education. 

t'*"4 igfrMbaljn Accuracy; cooperativeness; good judgment; intellectual curiosity; 
orderliness; poise; resourcefulness; tact; ability to follow instructions; 
ability to supfervise; ability to get along well with faculty, superiors, co- 
workers and subordinates and to meet the public pleasantly. 

* y'ff Ttvi ■ *.*■ - * 1 

; that of Professional Grade 1 
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Professional Grade 3 (see pp» 152-53) 


GRT GUTTURAL LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
liLary service for a school or college of agriculture; and to do 

such other work as may be required. . 

Examples of Typical Tasks: 

planning end organizing the library service for a school or college of 

£ k Si ssts 

faculty and students and adjusting complaints; building thp collect lon^py 
selection, of books and periodicals m vhe ^jet field^ lists 

circulation of books; answering ^ ’f resea rch materials; 

and bibliographies; arranging tor the t reading and 

supervising the work, of book, shelv^g^ and stack fo Aheir 

appraising books and other ma routines"- °seeing that essential records 

acquisition; maintaining a manual of ^tines^ memoranda; handling corre- 
and statistics are kept; preparing . " f the staff; consulting with 
spondence; preparing work sc e_ Mid revising the work of intermediate and 
chiefs of departments; library; making the li- 
junior librarians ana library clerks s & and faculty; keeping m 

brary and its resources known to th^ siuder t b J and reading pro- 

touch with library 

fessional literature; participating m campus a 
■ Minimum Qualifications: 

Professional; 

3; understanding of modern libr^y g^ ^ ^^ hook lists and indexes; 

service; ability to ALiteraW' a f Agriculture and allied fields; read- 

ob3eotlTes *" a prooedures 

higher education* 

Personal: Awareness of comnityi JfSln^fsclf-oonf idenoe; sense of 

.curiosity; orderliness! P° i3 “> aSlity to train and supervise; ability 

humor; tact; ability to organise wort, g^ity al wel l with faculty, 

superiors^ £££?. 3 SSSSiSST^ bit the pubiio pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 5 



Professional Grade 2 (see pp. 151-52) 


AUDIO-VISUAL LIBRARIAN 


Definibion of the Glass of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of the acquisition, organization and dissemination of audio-visual 
aids and equipment; and to do such other work as may be required. 

Examples of Typical Tasks: 

Planning the materials and equipment to be purchased or rented, in confer- 
ence with the teachers; making community contacts; attending teachers meetings; 
keeping informed on needs of faculty members and students and acquainting 
them with available material; organizing the materials for efficient and 
effective use; planning a distribution system which will enable teachers to 
have equipment and materials at specified hours; keeping equipment in good 
condition and performing minor repairing; checking audio-visual lists for 
desirable items; reporting desirable radio programs; assisting in planning 
film strips, slides, recordings for instructional use; taking inventory; 
maintaining a manual of routines; keeping essential records and statistics; 
preparing reports and memoranda; consulting with chiefs of departments; keep- 
ing in touch with library developments by attending conferences and reading 
professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; thorough knowledge of studio-visual equipment and materials; knowledge 
of books; reading knowledge of one or more foreign languages; appreciation of 
the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and' to meet the public pleasantly. 

Minimum Salary SBhedule: 


At least taut of Professional Grade £ 
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Professional Grade 2 (see pp. 151-52} 


BINDING LIBRARIAN 


Definition of the Glass of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of the work of preparing books, periodicals and other library 
materials for binding or repair and seeing that they are bound or repaired 
according to specifications submitted; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Planning and organizing the work; developing the binding procedure to meet 
the needs of the- institution; determining whether a book should be rebound as 
a rare book or ordinary volume, repaired, mended or replaced by a_new copy; 
making decisions on the binding of books requiring special treatment such as 
those having large folded maps and charts or those which must be sewed to o~ 
pen flat or hinged on linen strips; supervising the bibliographical searching 
for correct author and title entries of serials, methods and ^ dates of publi- 
cation and changes of titles; advising assistants as to entries, material 
and lettering for titles not previously bound; overseeing the examination and 
collation of scientific and learned publications particularly those in foreign 
languages; -determining the kind of cloth, leather or other material to . be used 
for "special books, the' nature and method of lettering and advising assistants 
in the selection of material and lettering for ordinary volumes; directing the 
writing of binding specifications; handling difficult or important matters 
relating to binding work; seeing that the books returned from the bindery 
have been correctly bound or repaired; maintaining a manual of routines in- 
cluding a file of patterns for titles previously bound; keeping essential 
records and statistics; preparing reports and memoranda; handling correspond- 
ence; directing the handling of mail and express shipments; .preparing work 
schedules for members of the staff; consulting with chiefs of _ departments; 
supervising and revising the work of library clerks; keeping an touch with 
library developments by attending conferences and reading professional lit- 
erature; participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2; working knowledge of binding procedure and problems; knowledge of modern 

library organization, procedure, policy, aims and service, < S^^l^book lists 
they relate to binding work; ability to use cataa.ogs, bibliographies, book lis 
and indexes; knowledge of structure and wearing qualities of paper, cloth, 
leather, foil, ink and other materials used in binding, repair and mending; 
reading knowledge of two or more foreign languages; knowledge of books, ap- 
preciation of the objectives and procedures of higher education. 

Personal: Accuracy; business acumen; capacity for detail; good judgment; 

good memory; initiative; intellectual curiosity; orderliness; resourcefulness; 
self -confidence ; tact; ability to organize work; ability to ^rainandsuper^ 
vise; ability to size up situations and people accurately and to get along 
well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional Gro.de 3 (see pp. 15^-53) 


BROWSING ROOM LIBRARIAN 


Definition of the Class of Position: 


Under direction of the Chief Librarian or other designated authority , . to 
have charge of a browsing room; and to do such other work as may be required. 


Examples of Typical Tasks: 

Planning and organising the work of the Browsing Room; making community 
contacts; helping readers 'to find books they will enjoy reading; personally 
handling difficult situations ?:ith the faculty and . students and ^adjusting 
complaints; organizing and conducting book discussion groups; giving book 
t alk s; studying the reading interests of groups within the institution; 
keeping well informed on campus and general events; charging and dis^ha. ging 
books and handling waiting lists; supervising the work of book shelving and 
stack maintenance; taking inventory; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; consulting with chiefs of departments; keep- 
ing in touch with library developments by attending conferences and reading 
professional literature; participating in campus activities. 


Miniimiffl Qualifies t ions : 

Professional: Education and experience as specified in Professional Grade 
q. understanding of modern library organization, procedure, policy, aims and 
service; wide knowledge of good books and an enthusiastic desire- to encourage 
the reading of them; reading knowledge of one or more foreign languages and 
some familiarity with the literature of these languages; ability to speak in 
public; appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of humor; - tact; ability 
to organize work; ability to direct, train and supervise; ability to size up 
situations and people accurately , to get along well with faculty, superiors, 
co-workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

It least that of Professional Grace b 


# 
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Professional Grade 3 (see pp. 152-53) 


COLLEGE LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to have charge of the college 
library when it forms a separate unit in the university; and to do such other 
work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for a college library when 
it forms a separate unit in the university; making community contacts; help- 
ing readers or seeing that they are assisted in the selection of books and 
in the uso of the catalog; -keeping informed on needs of faculty^ members. and 
students and acquainting them with available material; personally handling 
difficult situations with the faculty and students and adjusting complaints; 
developing the book collection that will implement the educational program; 
coordinating tbs work of the college library with that of the university 
library to avoid duplication; supervising the circulation of books; answering 
reference questions; compiling indexes, Hots and bibliographies; arranging 
for the reproduction of research materials; supervising the work, ol boom 
shelving and stack maintenance; readier and appraising bocks and other materia s 
and making recommendations for their acquisition; maintaining a manual ox 
routines; "seeing that essential records and statistics are kept; preparing 
reports and memoranda; handling correspondence; preparing work schedules for 
members of the staff; consulting with chiefs of departments; supervising 
revising the work of intermediate and junior librarians ana library clerks 
assigned to the library; melting the library and its resources xnown to the 
student body and faculty; keeping in touch with Horary developments by 
attending conferences and reading professional literature; participating in 
campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3; understanding of modern library organization, procedure, policy, aims an. 
service; ability to use catalogs, bibliographies, book lists and indexes, 
vood knowledge of books; reading knowledge of one or more foreign languages 
and some familiarity with the literature of these languages; appreciation o 
the objectives and procedures of higher education. 


Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity orderliness; poise; resourcefulness; self-coni idence; sense of 
humor; tact; ability to organize work; ability t0 

to size up situations and' people accurately to along well with faulty, 

superiors, co-workers and subordinates and, to meet the public pleasantly. 


Minimra! Salary SehedixLe: 


At least that of Professional Grade 3 
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Professional Grade 3 {see pp. 152-53) 


DEPm-HPMTAL LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of a departmental library when the collection is housed inside 
or outside the central library building; and to do such other work as may be 
required. 

Examples of Typical Tasks: 

Planning and organizing the library service; making community contacts; 
helping readers or seeing that they are assisted in the selection of books 
and" in the use of the catalog; keeping informed on needs of faculty members 
and students and acquainting them with available material; personally 
handling difficult -situations with the faculty end students and adjusting 
complaints; building the collection by selection of books and periodicals 
in the subject field; supervising the circulation of books; answering refer- 
ence questions; compiling indexes, lists and bibliographies; arranging for 
the reproduction of research materials; supervising the work of book shelving 
and stack maintenance; reading and appraising books and other materials and 
making recommendations for their acquisition; maintaining a manual of routines; 
keeping essential records end statistics; preparing reports and memoranda; 
handling correspondence; preparing work schedules for members of the staff; 
consulting with chiefs of departments; supervising and revising the work of 
intermediate and junior librarians and library clerks assigned to the library; 
making the library and its resources known to the student body and 'faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications : 

Professional: Education and experience, as specified in Professional Grade 
3, education to include specialization in the subject field; understanding of 
modern library 'organization, procedure, policy, aims and service; ability to 
use catalogs, bibliographies, book lists and indexes; thorough knowledge of 
books and other sources in the special field; such foreign languages back- 
ground as is required for the interpretation of the collection; appreciation 
of the objectives and procedures of higher education. 

, Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of 
humor; tact; ability to organize work; ability to train and supervise; ability 
to size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly. 

Mxaimum Salary Schedule: 

At least that of Professional Grade b 
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Professional Grade 2 (see pp. .151-52) 


DORMITORY LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of libraries in the dormitories; and to do such other work as may 
be required. 


Examples of Typical Tasks: ' 

Planning and organizing the work for the dormitory libraries; personally 
handling difficult situations with students and adjusting complaints; main- 
taining'collections of books in the dormitories and residence halls; changing 
these collections to provide for the reading interests of students; preparing 
reading lists; organizing and conducting book discussion groups; giving book 
talks; reading and appraising books and other materials -and making ^recommenda- 
tions for their acquisition; maintaining u manual of routines; seeing that 
essential records and statistics ere kept; preparing reports and memoranda; 
consulting with chiefs of departments; keeping in touch with library develop- 
ments by attending conferences and. reading professional literature; partici- 
pating in csmpus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
2: familiarity with modern library organization, procedure, policy, aims and 

service; knowledge of good books and a desire to encourage the reading of 
them; reading knowledge of one _ or more foreign languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity; orderliness; poise; resourcefulness; self -confidence; sense ^ Vitiations 7 

'to organize work; ability to train and supervise; ability to size up situations, 
and people accurately, to get along well with superiors, co-workers an 
subordinates and to meet the public pleasantly. 


Minimum Salary Schedules 


At least than of Professional Grade 2 



10b 


Professions! Grade ? (see pp. 152-53) 


ENGINEFPIHG 1 1 BP. API AN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
administer library service for a school or college of engineering; and to do 
such other work ss may be required. 

Examples of Typical Tasks: 

Planning and organising the library service for a school or .college of 
engineering; making community contacts; helping readers or seeing that they 
are assisted in the selection of books and in the use of the catalog; keep- 
ing informed on needs of faculty members and students and. acquainting them 
with available material; personally handling difficult situations with the 
faculty end students end adjusting complaints; building the collection by 
selection of books and periodicals in the subject field; supervising the ^ ^ 
circulation of books; answering reference questions; compiling indexes, lists 
and bibliographies; arranging for the reproduction of research materials; 
supervising the work of book shelving and stack maintenance; reading and 
appraising books and other materials and making recommendations for their 
acquisition; maintaining a manual of routines; seeing that essential records 
and statistics are kept; preparing repoi ts and memoranda; handling corre- 
spondence; preparing work schedules for members of the staff; consulting with 
chiefs of departments; supervising and revising the work of intermediate and 
junior librarians and library clerks assigned to the library; making the li- 
brary and its resources known to the student body and faculty; keeping in 
touch with library developments by attending conferences and reading pro- 
fessional literature; participating in campus activities. 


Min imam Qualif ications : 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organisation, procedure, policy, aims and 
service; ability to use catalogs, bibliographies, book lists and indexes; 
thorough knowledge of the literature of engineering and allied fields; read- 
ing knowledge of German; appreciation of the objectives and procedures of 
higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of 
humor; tact; ability to organise work; ability to train and supervise; ability 
to size up situations and people accurately, to get along well with faculty, 
superiors., co-workers and subordinates end to meet the public pleasantly. 

' Minimum Salary Schedule: 

At least that of Professional Grade b 
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Professional Grade 3 (see pp. 152-53) 


EXTENSION LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of library extension service; and to do such other work as may 
be required. 


Examples of Typical Tasks: 

Planning, organizing, and directing a program of service to extension readers; 
maintaining relations with outside agencies; giving information or simple 
reference service; answering reference questions j giving readers' advisory 
service; compiling reading lists and bibliographies; reading . and appraising 
books and other materials and making recommendations for their acquisition; 
maintaining a manual of routines; keeping essential records and statistics; 
preparing reports and memoranda; handling mail, freight and express shipments; 
consulting with chiefs of departments; making the library and its resources 
known to the student body and faculty; keeping in touch with library develop- 
ments by attendi n g conferences and reading professional literature; partici- 
pating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3, education to include specialization in education and psychology; socio- 
logical and rural community background; experience with _ organizations; under ^ 
standing of modern library organization, procedure, policy,, aims and service; 
good knowledge of popular reading materials and studies of reading interests; 
reading knowledge of one or more foreign languages and some familiarity with 
the literature of these languages; ability to speak in public; appreciation 
of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity; orderliness; poise; resourcefulness; self-confidence, tact, ability 
to organize work; ability to direct, train and supervise ;ability os up 
situations and people accurately, to. get along well with faculty, superiors, 
co-workers and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule: 

At least that of Professional Grade 5 


# 
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professional Grade 3 (see pp* 152-53) 


INSTRUCTOR IN THE USE OF THE LIBRARY 


Definition of the Class of Position: 


Under direction of the Chief Librarian or 
to teach the use, of the library to students; 
may be required. 


other designated authority, 
and to do such other work as 


Examples of Typical Tasks: 

Giving class instruction on the use of the library to freshmen and other 
classes;' making preparation for these classes; developing course outlines, 
grading papers and keeping student records; conferring with students; giving 
more informal instruction as part of English, social science- or other classes, 
keeping in touch with library developments by attending- conferences and 
reading professional literature; participating in campus- activities. 


Minimum Qualifications: ,* ; 

Professional: Education and experience as specified in Professional Grade 

3 education to include specialization in education and psychology; teaching 
experience; understanding of modern library organization, procedure, policy, 
aims and service; good knowledge of books; reading knowledge of one or more 
foreign languages and some familiarity with the literature of these languages; 
ability to speak in public and to interest students; teaching ability, 
appreciation of the objectives end procedures of higher education. 

Personal: Alertness; awareness of community; good judgment; initiative; 
intellectual curiosity; interest in young people; orderliness; patience; 
poise; resourcefulness; * self-confidence; sense of humor; tact; ability to 
organize work; ability to direct, trainband supervise; ability. to 'Size up 
situations and people accurately, to get along well with faculty, superiors, 
co-workers and subordinates and to meet the public pleasantly . 


Minimum Salary Schedule; 

At least- that of Professional Grade 3 
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Professional Grade 3 (see pp. 152-53) 


JUNIOR COLLEGE LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chdef Librarian, to have charge of the junior 
college library when it forms a separate unit in the university; and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for a junior college when it 
forms a separate unit in the university; making community contacts; helping 
readers or seeing that they are assisted In the selection of books and in the 
use of the catalog; keeping informed on needs of faculty members and students 
and acquainting them with available material; personally handling difficult 
situations with the faculty and students and adjusting complaints; developing 
the book collection that will implement the educational program; coordinating 
the work of the junior college library with that of the university library to 
avoid duplication; supervising the circulation of books; answering reference 
questions; compiling indexes, lists and bib3.iographies; arranging for the 
reproduction of research mater in Is; supervising -the work of book shelving and 
stack maintenance; reading and appraising books and other materials _ and making 
recommendations for their acquisition; maintaining a manual of routines, 
seeing that essential records and statistics are kept; preparing reports an 
memoranda; handling correspondence; preparing work schedules for members oi 
the staff; consulting with chiefs of departments; supervising and revising 
the work of intermediate and junior librarians and library clerks assigned 
to the library; making the library and its resources known to the student 
body and faculty; keeping in touch with library developments by _ attending 
conferences and reading professional literature; participating m campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience -as specified in Professional Grade 

3; understanding of modern library organization, procedure, policy, dims and 
service; ability to use catalogs, bibliographies, book lists and indexes; 
good knowledge of books; reading knowledge of one or more foreign languages - 
and some familiarity with the literature <?f these languages; appreciation of 
objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of 
humor; tact; ability to organize work; ability to train and supervise; ability 
to size up situations and people accurately, to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 3 



Professional Grade 3 {see pp. 152 53) 


T ^AW LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other ^signated authority,^ 0 
administer library -Service for a school or college o_ ’ c ~ ^ 
other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the library service for a school or college of 
law: making community contacts? helping readers or seeing that the £ 
assisted in the selection of books and in the use of the catalog? keeping 
informed on needs of faculty members and students .and acquainting them with 
available information; personally handling difficult situations with the 
faculty and students and adjusting complaints; building the collects y 
selection of books and periodicals in the subject field; lists 

circulation of books; answering reference Questions; compiling mde 
and bibliographies; arranging for the reproduction _ of research materials, 
supervising the work of book shelving and stack maintenance; reading an 
appraising books and other materials and making recommendations for their 
acquisition; maintaining a manual of routines; seeing tnat essential r .cor s 
and statistics are kept; preparing reports and memoranda; handling corre- 
spondence; preparing work schedules for members of the staff; consulting 
with chiefs of departments; supervising and revising the work of mtermediat 
and junior librarians and library clerks assigned to the library; making the 
library and its resources known to the student body and faculty; keeping m 
touch with library developments by attending conferences and reading pro--' 
fessional literature; participating in campus activities. 


Minimuin Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organization, procedure, policy, aims and 
service; ability to use catalogs, bibliographies, book lists and indexes; 
thorough knowledge of the literature and terminology of law and of the tech- 
niques in using legal literature; reading knowledge of Latin and of French 
or German; appreciation of the objectives and procedures of higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity; orderliness; poise; resourcefulness; self-confidence; sense of ^ 
humor? tact? ability to organize work? ability to train and supervise? ability 
to size up situations and people accurately, to get along well with faculty, 
superiors, co— workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade 3 
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Professional Grade 4 (see pp. 153 - 54 ) 


LIBRARIAN IK CHARGE OF DEPARTMENTAL LIBRARIES 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have general supervision of the departmental libraries; and to do such other 
work as may be required. 

Examples of Typical Tasks: 

Formulating, with departmental librarians, policies, rules and regulations 
for the purpose of securing the fullest use of the departmental libraries by 
students and faculty; making community contacts; maintaining good relations _ 
between departmental libraries and the university library; personally handling 
difficult situations with the faculty and students and adjusting complaints; 
organizing the system of sending books to and from departmental libraries; 
keeping records of books charged to departmental libraries; tracing books 
lost in transit; directing the inventory of departmental library book col- 
lections; maintaining a manual of routines; preparing reports and memoranda; 
conducting staff meetings; ' consulting with chiefs of departments; making 
recommendations regarding appointments, promotions, transfers, , salary adjust- 
ments and other personnel matters; rating stafi members on tneir efficiency; 
developing the latent abilities of staff members and in general promoting 
staff esprit de corps; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

4; knowledge of modern library organization, procedure, policy, aims and 
service; knowledge of university organization; good knowledge of books; read- 
ing knowledge of two or more foreign languages and some familiarity with the 
literature of these languages; appreciation of the objectives and procedures 
of higher education. 

Personal: Awareness of community; capacity for leadership; good judgment; 
initiative; intellectual curiosity; ' orderliness; poise; resourcefulness; sell — 
confidence; sense of humor; tact; ability to organize work; ability to direct, 
train and supervise; ability to size up situations and people accurately, to 
get along well with faculty, superiors, co-workers and subordinates and to 
meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade 4 


# 
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Professional Grade 2 (see pp. 151-52) 


LIBRARIAN IN CHARGE OP EXHIBITIONS AND P UBLICITY 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of publicity and exhibits for the library; and to do such other 
work as may be required* 

Examples of Typical Tasks; 

Planning and organizing the work; keeping well informed on campus and 
general events; preparing news items about the library to be printed in the 
campus and city papers; editing library publications; preparing handbooks * 
booklets or guides to the library’s resources; arranging exhibits inside or 
outside the library which will further the educational program of the library; 
borrowing loan exhibits to be shown in the library; arranging for programs to 
be broadcast over the radio; giving talks about the library’s resources; 
maintaining a manual of routines; keeping essential records and statistics; 
preparing reports and memoranda; handling correspondence; consulting with 
chiefs of departments; making the library and its resources known to the stu- 
dent body and faculty; keeping in touch with library developments by attend- 
ing conferences and reading professional literature; participating in campus 
activities . 

Minimum Qualifications; 

Professional; Education and experience as specified in Professional Grade 
2; familiarity with modem library organization , procedure , policy, aims and 
service; thorough knowledge of the principles and practices of exhibit and 
publicity procedure; knowledge of rare books and exhibit material; reading 
knowledge of one or more foreign languages; ability to speak in public; 
a PP re ciation of the objectives and procedures cf higher education. 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co— workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 


At least that of Professional Grade 2 
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Professional Grade 3 (see pp* 152-53) 


LIBRARIAN OF SPECIAL COLLECTIONS 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of special collections; and to do such other work as may be 
required . 

Examples of Typical Tasks: 

Planning and organizing the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students find acquainting them with 
available material; enlarging the collection by purchase and exchange of books; 
answering reference questions; compiling indexes, lists and bibliographies; 
supervising the work of book shelving and stack maintenance; reading and 
appraising books and other materials and yaking recommendations for their 
acquisition; maintaining a manual of routines; keeping essential records and 
statistics; preparing reports and memoranda; handling correspondence; consult- 
ing with chiefs of departments; making the library and its resources known to 
the student body and faculty; keeping in touch with library developments by 
attending conferences and reading professional literature; participating in 
campus activities* 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3, education to include specialization in the fields covered by the collections; 
familiarity with modern library organization, procedure, policy, aims and 
service; knowledge of books and other materials in the field of the ^collections 
concerned; such foreign language background as is required for the interpre- 
tation of the collections; appreciation of the objectives and procedures of 
higher education. 

Personals Awareness of community; good judgment; good memory; initiative; 
intellectual curiosity; orderliness; poise; resourcefulness; scholar liness; 
self-confidence; tact; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately, to get along 
well with faculty, superiors, co-workers and subordinates and to meet the 
public pleasantly. 

Minimum Salary Schedule! 

At least that of Professional Grade 3 



114 


Professional Grade 2 (see pp^ 151-52) 


LIBRARY SCIENCE LIBRAPXAK 


Definition of the Class of Position: 

Under direction of the Chief Librarian and the Director of the Library 
School, to administer library service for the library school? and to do such 
other work as may be required. 


Examples of Typical Tasks: 

Planning and organizing the library service for the library school? help- 
ing re a ders or seeing that they are assisted in the selection of books and in 
the use of the cats.log? keeping informed on needs of faculty members, and stu- 
dents and acquainting them with available material? personally handling diffi- 
cult situations with the faculty and students and adjusting complaints? 
organizing practice and library science collections ?_ answering reference 
questions? supervising the work of book shelving and stack maintenance, read- 
ins and appraising books and other materials and making recommendations for 
their acquisition? maintaining a manual of routines? keeping essential records 
and statistics? preparing reports and memoranda? consulting with chiefs of 
departments? making the library and its resources known to the student body 
and faculty? keeping in touch with library developments by. attending . conferences 
and rea din g professional literature? participating in campus activities. 


Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade* 

2? familiarity with modern library organization, procedure, policy, aims and 
service? thorough knowledge of library literature and of the materials and 
subject matter included in the library school collection? knowledge of books? 
reading knowledge of one or more foreign languages? appreciation of the 
objectives and procedures of higher education. 

Personal: Awareness qf community? good judgment? initiative? intellectual 
curiosity? orderliness? poise? resourcefulness? self-confidence? tact? ability 
to organize work? ability to train and supervise? ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly . 


Minimum Salary Schedule: 


At least that of Professional Grade 
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Professional Grade 2 (see pp. 151-52) 


MATERIALS LABORATORY: LIBRARIAN 


Definition of the Class of Position: 

Under direction of the- Chief Librarian or other designated authority , to 
have charge of a materials laboratory, including children's literature, texts, 
courses of study, materials bureau and other educational material needed for 
teacher training; and to do such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the work of a materials laboratory ; ^ developing 
the procedure and material to meet the needs of teachers in training; attend- 
ing teachers meetings; conferring with the heads of elementary, secondary . 
and higher education departments in order to coordinate the work in instruc- 
tion and research in those fields; keeping well informed on developments, 
especially in education and in the materials of education; compiling lists 
and bibliographies; reading and appraising books and other materials and mak- • 
ing recommendations for their acquisition; maintaining a manual of routines; 
keeping essential records and statistics; preparing reports and memoranda; 
handling correspondence; consulting with chiefs of departments; making the 
library and its resources known to the student body and faculty; keeping in 
touch with library developments by attending conferences and reading profes- 
sional literature; participating in campus activities. 


Minimum Qualifications : 

Professional: Education and experience as specified in Prof essional Grade 

2, education to include specialization in education and psychology ; worxing 
knowledge of reference procedure and problems; familiarity with modem li- 
brary organization, procedure, policy, aims and service, particularly as they 
relate to problems in education; ability to make the best use of catalogs, 


toowledge of one or more foreign languages; 
ana procedures of higher educauxon* 


L e 10.0. j. Pi WJ. vv/ Z . 7 1 • _ 

appreciation of the objectives 


Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity; orderliness; poise; resourcefulness; self-confidence; tact; ability 
to organize work; ability to train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least .that of Professional Grade 2 


* 
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Professional Grade 3 (see pp. 152—53) 
MEDICAL LIBPAFIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
administer library service for a school or college of medicine; and to do- 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the library service for a school or college of 
medicine; making community contacts; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students and acquainting them with 
available material; personally handling difficult situations with the faculty 
and students and adjusting complaints; building the collection by selection of 
books and periodicals in the subject field; supervising the circulation^ of 
books; answering reference questions; compiling indexes, lists and bibli-^ 
ographies; arranging for the reproduction of research materials; supervising 
the work of book shelving and stack maintenance; reading and appraising books 
and other materials and making recommendations for their acquisition; maixv- 
taining a manual of routines; seeing that essential records and statistics 
are kept; preparing reports and memoranda; handling correspondence; preparing 
work schedules for members of the staff; consulting with chiefs of departments; 
supervising and revising the work of intermediate and junior librarians and 
library clerks assigned to the library; making the library and its resources 
known to the student body and faculty; keeping in touch with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 
3; understanding of modern library organisation, procedure, policy, aims and 
service ; ability to use catalogs, bibliographies, book lists and indexes; 
thorough knowledge of the literature of medicine and allied fields; reading 
knowledge of German; appreciation of the objectives and procedures of higher 
education *’ 

Personal: Awareness of community; good judgment; initiative; Intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; sense of 
humor; tact; ability to organize work; ability to train and supervise; ability 
bo size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 5 
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Professional Grade 2 (see pp. 151-52) 


MICROPHOTOGRAPHY LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian or other designated authority, to 
have charge of the acquisition, organization and dissemination of microfilm 
and equipment; to have charge of other photographic processes; and to do such 
other work as may be required. 


Examples of Typical Tasks: 


Planning and organizing the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students and acquainting them with 
available material; filming books, manuscripts and other materials; making 
photostats and lantern slides; servicing and'distributing films and other 
material; caring for and inspecting reading machines; maintaining a manual 
of routines; keeping essential records and statistics; preparing reports and 
memoranda; consulting with chiefs of departments; making the library and its 
resources known to the student body and faculty; keeping in touch with library 
developments by attending conferences and reading professional literature; 
participating in campus activities. 


Minimum Qualifications: 


Professional; Education and experience as specified in Professional Grade 
2; familiarity with modern library organization, procedure, policy, aims and 
service; knowledge of equipment involved in microphotography; acquaintance 
with mechanics of microfilming and equipment; knowledge of books; reading 
knowledge of one or more foreign languages; appreciation of the oojectxves 
and procedures of higher education. 


Personal: Awareness of community; good judgment; initiative; intellectual 

curiosity; orderliness; poise; resourcefulness; self-confidenee; tact; ability 
to organize work; ability to train and supervise; ability to _ size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly. 


Minimum Salary Schedule; 

At least that of Professional Grade 2 
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Professional Grade- 3 (see pp. 15P-53) 


RARE BOOKS LIBRARIAN 


Definition of the Class of Position: 


Under direction of the Chief Librarian or other designated authority, to 
develop, preserve and interpret the rare book collection; and to u.o such other 
work as may be required. 

Examples of Typical Tasks: 

Planning and organising the work; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needs of faculty members and students and acquainting them with 
available material; selecting and acquiring rare bocks; cataloging and classi- 
fying them; caring for their preservation; arranging exhibits; _ giving lectures 
and t al ks on rare* books; answering reference questions; maintaining a manual 
of routines; keeping essential records and statistics; preparing reports and 
memoranda; handling correspondence; consulting with chiefs of departments; 
making the library and its resources known to the student body ond faculty; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualif ications : 

Professional: Education and experience as specified in Professional Grade 

3, education to include specialization in paleography, incunabula and rare 
books; understanding of modern library organization, procedure, policy, aims 
and service; good knowledge of books; such foreign language background as 
is required for the interpretation of the collection; appreciation of the . 
objectives and procedures of higher education. 

Personal: Accuracy; aptitude for research; awareness of community; good 

■judgment; good memory; initiative; intellectual curiosity; orderliness, poise; 
resourcefulness; scholarliness; self-confidence; tact; ability to organize 
Work; ability to direct, train and supervise; ability to size up situations 
and people accurately, to get along well with faculty, superiors, co-workers 
and subordinates and to meet the public pleasantly . 


Minimum Salary Schedule: 


At least that of Professional Grade 3 
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Professional Grade 3 (see pp. 152-53) 


READERS' ADVISER 


Definition of the Class of Position: 

tinder direction of the Chief Librarian or other designated authority, to 
guide and stimulate reading by students and other members of the community} 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Acting as consultant for individual readers and assisting them to find the 
books and other materials most suited to their reading interests and needs; 
organizing and ■ conducting book discussion groups; preparing reading _ courses 
and programs; investigating the reading needs of study groups; keeping well 
informed on campus and general events; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; keeping essential records and statistics; preparing reports 
and memoranda; consulting with chiefs of departments; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional iitera 
ture; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

3; understanding of modern library organization, procedure, policy, aims ana . 
service; ability to mak e the best use of catalogs, bibliographies, books lists 
and indexes; good knowledge of books and other reference materials; reading 
knowledge of ■ one or more foreign languages and some familiarity with the 
literature of these languages; skill in reading g^^ance; ability to speak 
in public; appreciation of the objectives end procedures of higher education. 

Personal: Awareness of community; good judgment; good memory; initiative; 

intellectual curiosity; orderliness; poise; i ; esou f, c ®f" ln ® ss ’ . ’ 

sense of humor; tact; ability to organize work; ability to direct, train and 
supervise: ability to size up situations and people accurately, to get along 
well with faculty, Superiors, co-workers and subordinates and to meet e 

public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional tirade S 
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Professional Grade 3 (see pp. 152-53) 


THEOLOGY LIBRARIAN 


Definition of tie Class of Position: 

Under direction of the Chief Librarian or other designated ^ authority , to 
administer librery service for a school or college of theology; an 
such other work as may be required. 


Examples of Typical Tasks: 

Planning and organizing the library service for a school or college of 
theology ; making community contacts; helping readers or seeing that they are 
assisted in the selection of books and in the use of the catalog; keeping 
informed on needa of faculty members and students and acquainting them with 
available material; personally handling difficult situations with the faculty 
and students and adjusting complaints; building the collection by selection 
of books and -periodicals in the subject field; supervising the circulation 
of books; answering reference Questions; compiling indexes, _ lists and bibli- 
ographies; arranging for the reproduction of research materials; supervising 
thp work of hook shelving and stack maintenance; reading and appraising books 
and other materials and making recommendations for their acquisition; main- 
taining a manual of routines; seeing that essential records and statistics are 
kept; preparing reports and memoranda; handling correspondence; preparing work 
schedules for members of the staff; consulting with chiefs of departments; 
supervising and. revising the work of intermediate and junior librarians and. 
library clerks assigned to the library; making the library and its resources 
known to the student body and faculty; keeping' in touch with library develop- 
ments by attending conferences and reading professional literature; partici- 
pating in campus activities. 


Minimum Qualifications: 

Professional: Education .and experience as specified in Professional Grade 
3; understanding of modern library organization, procedure, policy* ainls and 
service; ability to use catalogs, bibliographies, book lists and indexes; 
thorough knowledge of the literature of theology and allied fields; reading 
knowledge of Latin, Greek, Hebrew or German; appreciation of the objectives 
and procedures of ^higher education# 

Personal: Awareness of community; good judgment; initiative; intellectual 
curiosity; orderliness; poise; resourcefulness; self-confidence; s^nse of 
junior; tact; ability to organize work; ability to train and supervise; ability 
"to size up situations and people accurately, to get along well with faculty, 
superiors, co-workers and subordinates and to meet the public pleasantly* 


Minimum Salary Scheduler 


At least that of Professional Grade 3 
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Professional Grade 2 (see pp. 151 52) 


. ATNTNG 5CHQQL LIBRARIAN 
Elementary School Library- 

Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the elementary training school library, 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organising the library service for the training school; keep- 
ing- informed on needs of faculty members and students and acquaint^ g 
with available material; personally handling difficult ^situa ions wi 

faculty and students and adjusting complaints; c °“f err in L-I » d o- rent s • 

teachers, parents and pupils; attending meetings of teachers «d P-re nts, 
selecting with the aid of training school teachers, the library m^teriaxs, 
advising on the preparation of these materials; supervising their circula- 
tion; Staining and providing reference service to pupils and teaches, 

SsSSSSHSs 

reading program: conducting story hours in cooperation «ith teachers, cooper 
King 5i?h Sectors in teaching library use, supervising the 

supervising and revising the work of - *■ » ® in touch with 

-resources known to the student body and faculty, Keepm 0 
lSS? SKlopKnts bv attending conferences end reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professions!: Education and experience as specified in Professional Grade 

2> StoKioKS include some specialisation £•!««< ^KSSKiSfrT 
psychology of elementary school subjects; familiarity knowledge of 

organization, procedure^ policy, aims an curriculum, reading 

assess jrrtfSSuiOK-s, 

° f hisher 

education. 

pleasantly; ability to discipline. 

Minimum Salary Schedule x 

At least that of Professional Graded 
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Professions! Grade 2 (see pp. 151-52) 


TRAINING SCHOOL LIBRARIAN 
Joint Elementary and Secondary School Library 


Definition of the Class of Position! 


Under direction of the Chief Librarian and the Principal of the Tw ining 
School, to have charge of the training school library or libraries, and to 
do such other work as may be required. 


Examples of Typical Tasks: 

Planning and organizing the library service for the training school or 
schools; kfeping informed on needs of faculty members and students 
acquainting them with available material; personally handling ^ difficult 
situations "with the faculty and students and adjusting complaints; f C ?jfchers § 
with principal, teachers, parents and pupils; attending meetings °f 
and parents; selecting, with the aid of training school teachers, _ the library 
materials; advising on the preparation of these materials; supervising £ 
circulation; maintaining and providing reference service to pupils and teachers 
maintaining and servicing a vertical file or materials bureau for teachers 
and pupils; administering and servicing audio-visual aids; maintaining pupil 
reading records and cooperating with or directing the remedial and diagnostic 
reading program; conducting story hours in cooperation with teachers; cooper- 
ating with teachers in teaching library use; supervising the work of book 
shelving and stack maintenance; reading and appraising books and other 
materials and making recommendations for their acquisition; maintaining a 
manual of routines; seeing that essential records and statistics are kept; 
preparing reports and memoranda; consulting with chiefs of departments; 
supervising and revising the work of library clerks; making the library ana 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional 
literature; participating in campus activities. 


Minimum Qualifications: 

' Professional: Education and experience as specified in Professional Grade 
2, education to include some specialization in education and psychology; 
familiarity with modern library organization, procedure, policy, aims and 
service; thorough knowledge of children* s and adolescent literature, curricu- 
lum, reading techniques and audio-visual aids and equipment; reading ^knowledge 
of one or more foreign languages; ability to speak in public and to interest 
students; teaching ability; appreciation of the objectives and procedures' of 
higher education. 

Personal: Alertness; awareness 'of community; good judgment; initiative; 
intellectual curiosity; interest in children and young people; interest in 
teaching; orderliness; patience; poise; resourcefulness; self-confidence; 
sense of humor; tact; ability to organize work; ability to direct, train and 
supervise; ability to size up situations and people accurately, to get along 
well with faculty, superiors, co-workers and subordinates and to meet the 
public pleasantly; ability to discipline. 


Minimim Salary Schedule: 

At least that of Professional Grade 2 
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Professional Grade 2 (see pp. 151—52) 


TRAINING SCHOOL LIBBAP.IfeN 
Secondary School Library 

Definition of the Class of Position: 

Under direction of the Chief Librarian and the Principal of the Training 
School, to have charge of the secondary training school library ; and to do 
such other work as may be required. 

Examples of Typical Tasks: 

Planning and organizing the library service for the training school; keep- 
ing informed on needs of faculty members and students and acquainting them 
with available material; personally handling difficult situations with the 
faculty and students and adjusting complaints; conferring with principal, 
teachers, parents and pupils; attending meetings of teachers and parents; 
selecting, with the aid of training school teachers, the library materials; 
advising on the preparation of these materials; _ supervising their circu- 
lation; maintaining and providing reference service to pupils and teachers; 
maintaining and servicing a vertical file or materials bureau for teachers 
and pupils; administering and servicing audio-visual aids; maintaining pupil 
reading records and cooperating with or directing the remedial and diagnostic 
reading program; cooperating with teachers in teaching library use; supervising 
the work of book shelving and stack maintenance; reading and appraising boots 
and other materials and making recommendations for their acquisition; maintain- 
ing a manual of routines; seeing that essential records and statistics are 
keot; preparing reports and memoranda; consulting with chiefs of departments; 
supervising and revising the. work of library clerks; making the library and 
its resources known to the student body and faculty; keeping in touch with 
library developments by attending conferences and reading professional . 
literature; participating in campus activities. 


Minimum Qualifications: 

Professio nal : Education and experience as specified in Professional Grade 

2, education to include some specialization in secondary education and ado 
lescent psychology; familiarity with modern library organization, procedure, 
policy, aims and service; thorough knowledge of children's andadolescent 
literature, secondary school curriculum, reading techniques and audio-visual 
aids and equipment; reading knowledge of one or more foreign languages, 
ability to speak in public and to interest students; teaching ability, 
appreciation of the objectives and procedures of higher education. 

Personal: Alertness; awareness of community; good judgment ; initiative, 

intellectual curiosity; interest in young people; interest in teaching; order- 
liness; patience; poise; resourcefulness; self-confidence; sense of humo , 
tact; ability to organize work; ability to direct, train and supervise; 
ability to size up situations and people accurately , to get along well with 
faculty, superiors, co-worker s _ and subordinates and to meet the public 
pleasantly; ability to discipline. 


Minimum Salary Schedule: 

At least that of Professional Grade 2 
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Professional Grade 3 (see pp. 152 53) 


ASSISTANT TO THE CHIEF LIBRARIAN 


Definition of the Class of ^Position: 

tinder direction of the Chief Librarian, to assist in the generaladminis- 
traSiS oHS iSrary; and to do such other work as may be reared. 

Examples of Typical Tasks: 

Preparing and analyzing reports, statistics, records, graphs and^harts,^ 
handling general correspondence and assembling material o . 

soondence* interviewing visitors, salesmen and others; seeing • 

library quarters are kept in good condition; 8 S t Sti^s^fe ktpt; 

end annual renorts; seeine that essential records and statistics are k p , 
keeping in touch with library developments by attending conferences on rea 
ing professional literature; participating in campus activities. 

Minimum Qualifications: 

professional: Education and experience ss specified in Professional Grade 

3; good knowledge of business methods and statistics; understanding of modern 
library organisation, procedure, policy, aims and service; good know e S 
books; reading knowledge of one or more foreign languages aud some familiarity 
with the literature of these languages; appreciation of the objectives ana 
procedures of higher education* 

Personal: Capacity for detail; cooperativeness; good judgment; initiative; 

intellectual curiosity; orderliness; poise; resourcefulness; self-confidence; 
sense of humor; tact; ability to organise work; ability to follow instructions 
ability to train and supervise; ability to si^e up situations and people 
accurately, to get along well with faculty, superiors, co-workers and sub- 
ordinates and to meet the public pleasantly* 


Minimum Salary Schedule: 

At least that of Professional Grade o 
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Professional Grade 2 (see pp. 151-5?) 


SECRETARY .TO THE CHIEF LIBRARIAN 


Definition of the Class of Position: 

Under direction of the Chief Librarian, to assist in the general adminis- 
tration of the library; to be in charge of the work in the Chief Librarian’s 
office; and to do such other work as may be required. 

Examples of Typical Tasks: 

Taking dictation; interviewing visitors, salesmen and others; scheduling 
appointments; receiving telephone calls and messages; supervising and keeping 
nil records needed in the administrative office; opening and arranging first 
class mail; reporting on needed repairs, deficient lighting and heating; 
assisting in preparing budgets and annual reports; keeping statistics; pre- 
paring reports and memoranda; supervising the work of clerks in the Chief 
Librarian ' s office; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities . 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional Grade 

2;; knowledge of typing, stenography, business methods and statistics; ac- 
quaintance with modern library organization, procedure, policy, aims and 
service; knowledge of books; reading knowledge of one or more foreign languages; 
appreciation of the objectives and procedures of higher education. 

Personal: Accuracy; alertness; capacity for detail; good judgment; initi- 
ative; intellectual curiosity; orderliness; poise; resourcefulness; self- 
confidence; sense of humor; systematic methods of work; tact; ability to 
organize work; ability to follow instructions; ability to train and supervise; 
ability to size up situations and people accurately, to get along well with 
faculty, superiors, co-workers and subordinates and to meet the public 
pleasantly. 

Minimum Salary Schedule; 

At least that of Professional Graqle k. 


9 
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Professional Grade 3 (see pp. 152-53) 


STiHIOR LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of more than average ‘difficulty and responsibility and 
of a character calling for the application of modern library techniques; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by 
answering their questions and helping them to make use of the card catalog, 
handling interlibrary loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; catalog- 
ing, recataloging, classifying, reclassifying, subject heading and cross 
referencing materials of more than average difficulty including books, 
serials, documents, manuscripts, prints, films, music, etc.; reading and. 
appraising books and other materials and making recommendations for their 
acquisition; assisting with more specialized work; supervising and revising 
the work of junior librarians and library clerks; keeping in touch with 
library developjnents by attending conferences and reading professional 
literature; participating in campus activities. 

Minimum Qualifications: 

Professional; Education and experience as specified in Professional 
Grade 3; good knowledge of order, reference, circulation, cataloging nnd 
classification procedures and problems; working knowledge of modern library 
organization, procedure, policy, aims and service; good knowledge of books; 
reading knowledge of one or more foreign languages and some familia.rity with 
the literature of these languages; appreciation of the objectives and pro- 
cedures of higher education. 

Personal: Accuracy; awareness of community; cooperativeness; good judgment; 
initiative; orderliness; poise; resourcefulness; sense of humor; systematic 
methods of work; tact; ability to organize work; ability to follow instructions; 
ability to train and supervise; ability to size up situations and people 
accurately and to get along well with faculty, superiors, <>o-workers and 
subordinates and to meet the public pleasantly. 

Minimum Salary Schedule; 

At least that of Professional Grade 3 


» 
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Professional Grade 2 (see pp. 151-52) 


XNTHPMDDIATE LIBRARIA1I 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do library work of avei'age difficulty and responsibility and of a 
character calling for the application of modern library techniques; and 
to do such other work as may be required* 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by 
answering their questions and helping them to make -use of the card catalog; 
handling interlibrary loans; doing bibliographical searching; compiling 
indexes, lists and bibliographies; answering reference questions; cataloging, 
recataloging, classifying, reclassifying, subject heading and cross referencing 
materials of average difficulty including books, serials, documents, manu- 
scripts, prints, films, music, etc.; handling gifts, exchanges and continua- 
tions; keeping essential records and statistics; assisting with more 
specialized work; supervising and revising the work of library clerks; 
keeping in touch with library developments by attending conferences and 
reading professional literature; participating in campus activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 

Grade 2; working knowledge of order, reference, circulation, cataloging 
and classification procedures and problems; knowledge of modern library 
organization, procedure, policy, aims and service; knowledge of books; 
reading knowledge of one or more foreign languages; appreciation of the 
objectives and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; initiative; orderli- 

ness; poise; resourcefulness; sense of humor; systematic methods of work; 
tact; ability to organize work; ability to follow instructions; ability to 
supervise; ability to get along well with faculty, superiors, co-workers and 
subordinates and to meet the public pleasantly* 


Minimum Salary Schedule: 

At least that of Professional Grade £ 
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Professional Grade 1 (see p. 151) 


JUNIOR LIBRARIAN 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to do simple library work of a character calling for the application of 
modern library techniques; and to do such other work as may be required. 

Examples of Typical Tasks: 

Assisting readers in making effective use of library facilities by 
answering their questions and helping them to make use of the card catalog; 
preparing reading lists; doing simple cataloging of books and other library 
materials; answering reference questions; helping, when necessary, with 
library routines at the circulation desk, in the catalog or reference 
departments, or at other points; supervising and revising the work of 
library clerks; keeping in touch with library developments by attending 
conferences and reading professional literature; participating in campus 
activities. 

Minimum Qualifications: 

Professional: Education and experience as specified in Professional 
Grade 1; knowledge of order, reference, circulation, cataloging and clas- 
sification procedures and problems; understanding of modern library organi- 
zation, procedure, policy, aims and service; kno?fledge of books; reading 
knowledge of one or more foreign languages; acquaintance with the objectives 
and procedures of higher education. 

Personal: Accuracy; cooperativeness; good judgment; orderliness; poise; 
tact; ability to follow instructions; ability to supervise; ability to get 
along well with faculty, superiors, co-workers and subordinates and to meet 
the public pleasantly. 

Minimum Salary Schedule: 

At least that of Professional Grade 1 



Clerical Grade 3 (see p. 150) 


HEAD CATALOG LIBRARY CLERK 
Catalog Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Catalog 
Department, to perform the most difficult clerical work or to supervise the 
work of junior or senior library clerks; and to do such other work as may 
be required. 

Examples of Typical Tasks: 

Instruct in g junior or senior library clerks in their duties; assisting 
in laying out' and assigning their work, aiding them with their difficult 
problems and seeing that they are effectively employed; assisting in pre- 
paring work schedules; typing complex cards from copy supplied; shelf - 
listing; filing or supervising filing; changing records for items added or 
withdrawn ; acting in the capacity of 'senior library clerk when not engaged 
in supervisory work. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, - train and supervise; ability to 
get along well with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 3 
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Clerical Grade 2 (see pp. 149-50) 


SENIOR CATALOG LIBRARY CLERK 
Catalog Department 


Definition of the Class of Position; 

tinder supervision of the Head Catalog Library Clerk or other designated 
authority! to assist vith the clerical -York of more than average difficulty, 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Tv-Ding end adapting L.C. or other cards from copy supplied; withdrawing 
card strain catalog and shelf list; filing under supervision; tentatively 
indicating book numbers j distributing L.C. and other carets received on order, 
shed f-list ing ; changing records for items added or withdrawn; operating 
mimeo graph Ind othe? duplicating machines; doing other clerical work of 
more than average difficulty. 


Minimum Qualification s ; 


Education and experience as 
alertness; capacity for detail; 
ability to follow instructions; 
cO— workers and subordinates. 


specified in Clerical Grade 2; accuracy; 
orderliness; systematic methods of work; 
ability to get along well with superiors 


y 


Minimum Salary Schedule : 

At least that of Clerical Grade 2 


# 



Clerical Grade 1 (see p. 149) 


JUNIOR CATALOG LIBRARY CLERK 
Catalog Department 

Definition of the Class of Position: 

Under imm ediate supervision of the Head Catalog Library Clerk or other 
designated authority, to assist with the clerical work of average difficulty; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Marking books, bookplating and doing other processing; arranging cards 
for filing; filing under supervision; operating mimeograph or other dupli- 
cating machines; typing simple forms; typing simple records; typing book 
cards; giving messenger service; doing other simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow 
instructions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 


At least, that of Clerical Glade 1 



Clerical Grade 3 (see p. 150) 


STACK SUPERVISOR CLERK 
Circulation Department 

Definition of the Glass of Position: 

Under supervision cf the Chief Circulation Librarian or other designated 
authority, to have charge of stack work; and to do such other work as may 
be required. 

Examples of Typical Tasks: 

Assisting in laying out and assigning the work for the stack clerks and 
seeing that they are effectively employed; giving them directions and sug- 
gestions, aiding them with their difficult problems and revising their work; 
assisting in formulating and administering stack policies, rules and regula- 
tions; advising with readers at the stack desk; charging and discharging 
books at the stack desk; assigning stack carrels; issuing stack permits; 
directing the work of book shelving and stack maintenance; planning reshelving 
and other stack reorganization; supervising the taking of inventory; main- 
taining a manual of stack routines; keeping statistics; preparing reports 
and memoranda; assisting in preparing work schedules for the members of the 
staff; making recommendations regarding appointments, promotions, transfers, 
salary adjustments and other personnel matters; rating staff members on their 
efficiency. 

Minimum Qualifications: 

Education as specified in Clerical Grade 3, accuracy; alertness; capacity 
for detail; cooperativeness; good judgment; initiative; orderliness; patience; 
poise; resourcefulness; self-confidence; sense of humor; tact; ability to 
organize work; ability to train and supervise; ability to get along well with 
faculty, superiors, co-workers and subordinates and to meet the public 
pleasantly. 

Minimum Salary Schedule: 

At least that of Clerical Grade 3 
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Clerical Grade 3 (see p. 150} 


HMD CIRCULATION LIBRARY CLERK 
Circulation Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Circulation 
Department, to perform the most difficult clerical work or to supervise the 
work of junior or senior library clerks; and to do such other work as may be 
required. 

Examples of Typical Tasks: 

Instructing junior or senior library clerks in' their duties; assisting 
in laying out and assigning their work, aiding them with their difficult 
problems and seeing that they are effectively employed; assisting in pre- 
paring work schedules; taking inventory; checking the instructors T lists 
with shelves; charging and discharging books; sorting, filing and count- 
ing book cards; acting in the capacity of senior library clerk when not 
engaged in supervisory work. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, train and supervise; ability to 
get along well with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

iit least that of Clerical Grade 3 


» 



Clerical Grade 2 (see pp. 14.9-505 


SENIOR CIRCULATION LIBRARY CL EPIC 
Circulation Department 

Definition of the Class of Position: 

Under supervision of the Head Circulation Library Cleric or other desig- 
nated authority 5 to assist with the clerical work of more than average 
difficulty; and to do such other work as may be required. 

Examples of Typical Tasks: 

Charging and discharging books; sorting, filing and counting book cards; 
revising book shelves; typing overdue notices; handling records for reserves 
books; taking inventory; doing other clerical work of more than average 
difficulty . 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to fallow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 2 



135 


Clerical Grade 1 (see p. 149) 


JUNIOR CIRCULATION LIBRARY. . CLERK 
Circulation Department 

Definition of the Class of Position: 

Under immediate supervision of the Head Circulation Library Clerk or other 
designated authority, to assist with the clerical work of average difficulty; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Getting books from the shelves; sorting and shelving books; searching for 
misplaced "books; straightening shelves; charging and' discharging books; sort- 
ing and stamping cards; collecting and preparing books for reserves shelves; 
taking books off reserves; taking inventory; clearing tables and keeping 
rooms \n order; typing simple forms; typing simple records; giving messenger 
service; doing other simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy;^ alertness; capacity 
for detail; orderliness; systematic methods of work; ability to fol_ow 
instructions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 

At least that of Clerical Grade 1 


# 



Clerical Grade 3 (see p-150) 


HEAD ORDER LIBRARY CLERK 
Order Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Order 
Department, to perform the most difficult clerical work or to supervise the 
work of junior or senior library clerks ; a.nd to do such other work as may 
be required. 

Examples of Typical Tasks: 

Instructing junior or senior library clerks in their duties; assisting in 
laying out and assigning their work, aiding them with their difficult problems 
and seeing that they are effectively employed; assisting in preparing work 
schedules; taking dictation; handling preliminary bibliographical checking; 
acting in the capacity of senior library clerk when not engaged in super- 
visory work. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct,- train and supervise; ability to 
get along well with superiors, co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 3 
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Clerical Grade 2 (see pp. 149-50) 


' ' SENIOR ORDER LIBRARY CLERK 

Order Department 

Definition of the Class of Position: 

Under supervision of the Head Order Library Clerk or other designated 
authority, to assist with the clerical work of more than average difficul y, 
and to .do such other work- as may be required. , ■ ' ‘ ; 

Examples of Typical Tasks:- 

Typing order cards and orders; acknowledging and 'checking gifts and 
exch an ges; accessioning books; doing other clerical work oj. more an 
average difficulty. - , 

Minimum Qualifications: '• 

Education and . experience as specified in Clerical Grade 2; accuracy; • 
alertness; capacity for detail; orderliness; systematic methods of work, 
ability to follow instructions; ability to 'get along well with superiors, , 
co-workers and subordinates. 

Minimum Salary Schedule : 

At least that of Clerical Grade 2 ' 
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Clerical Grade 1 (see p. 149) 


JUNIOR ORDER LIBRARY CLERK 
Order Department 

Definition of the Class of Position: 

Under immediate supervision of the Head Order Library Clerk or other 
designated authority, to assist with the clerical work of average diffi- 
culty; and to do such other work as may be required. 

Examples of Typical Tasks: 

Unpacking, arranging and shelving books, periodicals, documents and other 
materials received by the Order Department; arranging and filing order cards; 
shelving catalogs and other bibliographical tools in the Order Department; 
typing simple forms; typing simple records; typing form letters for claims, 
gifts or exchanges; marking books, book plating and doing other processing; 
giving messenger service; doing other simple clerical work. 

Minimum Qualifications: v 

Education as specified in Clerical Grade 1; accuracy; capacity for detail; 
systematic methods of work; ability to follow instructions; ability to get 
along well with superiors and co-workers. 

Minimum Salary Schedule: 

At least that of Clerical Grade 1 
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Clerical Grade 2 (see pp. 249-50) 


SENIOR REFERENCE LIBRARY CLERK 
Reference Department 

Definition of the Class of Position: 

Under supervision of a member of the professional staff of the Reference 
Department, to assist with the clerical work of more than average difficulty; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Charging, discharging and shelving books, periodicals, documents and 
other materials in the reading rooms under the jurisdiction^ of the Reference 
Department; typing bibliographies, reports and memoranda; filing material 
in catalogs or vertical files; doing other clerical work of more than 
average difficulty. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least’ that of Clerical Grade 2 
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Clerical Grade 1 (see p. 149) 


JUNIOR REFERENCE LIBRARY CLERK 
Reference Department 

Definition of the Class of Position: 

Under immediate supervision, of a member of the professional staff of the 
Reference Department,’ to assist with the clerical work of average difficulty; 
and to do such other work as may be required. 

Examples of Typical Tasks: 

Shelving books, periodicals, documents and other materials in the reading 
rooms under the jurisdiction of the Reference Department; arranging material 
to be filed in catalogs or vertical files; filing under supervision; typing 
simple forms; typing simple records; giving messenger service; doing other 
simple clerical work. 

Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to -follow 
instructions; ability to get along well with superiors and co-workers. 

Minimum Salary Schedule: 

At least that' of Clerical Grade 1 
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Clerical Grade 3 (see p. 150) 


HEAD E IMPING CLERK 


Definition of the Class of position: 

Under supervision of the Finding Librarian or other designated authority , 
to have charge of preparing material for binding and supervising of binding 
records; and to do such other work as may be required. 

Examples of typical Tasks: 

Deciding on mending, binding and discarding; preparing specifications 
for binding; keeping binding records; typing binding slips, labels and 
lists; supervising the work of the Junior find Lag Clerks. 


Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to organize work; ability to follow instructions; ability to 
train and supervise; ability to get along well with superiors, co-workers 
and subordinates. 


Minimum Salary Schedule: 

At least that of Clerical Grade 5 
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Clerical Grade 1 (see p. 149) 


JUNIOR BINDING CLERK 


Definition of the Class of Position: 

billing records; and to do such other work as may be required. 


Examples of Typical Tasks; 

of newspapers* 

Minimum Qualifications; 

. , . . ^ in ni p-r- Grade 1; accuracy: alertness; capacity 

ror®e?iS- n orLSSs^ s)stemJS; methods of .orb; ability to follow 
tost^=Sois;“iy to it along well with superiors, co-workers and 

subordinates . 


Minimum Salary Schedule: 

At least that of Clerical Grade 1 
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Clerical Grade 3 (see p. 150) 


SECRETARY 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other designated authority, 
to perform secretarial work; and to do such other work as may be required. 

Examples of Typical Tasks: 

Taking dictation and transcribing letters and memoranaa; preparing 
reports ^compiling statistics; interviewing visitors, salesmen and others; 
assisting in preparing budgets and annual reports; assisting in keeping 
Rl 1 records needed in the administrative office. 


Minimum Qualifications: 

Education and experience as specified in Clerical Grade 3; accuracy; 
alertness; capacity for detail; initiative; orderliness; systematic methods 
of work; tact; ability to organize work; ability to follow instructions; 
ability to size up situations and people accurately and to get along well 
with faculty, superiors, co— workers and subordinates. 


Minimum Salary Schedule: 

At least that of Clerical Grade 5 
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Clerical Grade 2 (see pp. 149-50) 


STENOGRAPHER 


Definition of the Class of Position: 

Under supervision of the Chief Librarian or other ^^g^ated authority, 
to perform stenographic, typing and clerical work; and to do such other 

as may he required. 

Examples of Typical Tasks: 

T akin g dictation and transcribing letters, reports and memoranda; per- 
forming typing work of all kinds, including statistical records, reports 

and bibliographies. 

Minimum Qualifications: 

Education and experience as specified in Clerical Grade 2; accuracy; 
alertness; capacity for detail; orderliness; systematic methouj of 
work; tact; ability to take dictation; ability to get along well with 
superiors, co-workers and subordinates. 


Minimum Salary Schedule: 

At least that of Clerical Grade 2 



Clerical Grade 3 (see p* 150) 


HEAD LIBRARY CLERK 


Definition of the Class of Position: 

Under supervision of a member of the professional staff, to perform the 
most difficult clerical work in the library or to supervise the work of 
junior or senior library clerks; and to do such other work as may be 
required . 


Examples of Typical Tasks: 


Instructing junior or senior library clerks in their duties; assisting 
in laying out’ and assigning their work, aiding then with their. difficult 
problems' and seeing that they are effectively employed; .assisting in pre- 
paring work schedules; taking inventory; charging and discharging books; 
performing office tasks requiring bookkeeping or other business training; 
acting in' the capacity of senior library clerk when not engaged in super- 
visory work. 


Minimum Qualifications: 


Education and experience as specified in Clerical Graae 3; accuracy; 
alertness; capacity for detail;- good judgment; initiative; orderliness; 
systematic methods of work; tact; ability to organize work; ability to 
follow instructions; ability to direct, train and supervise; ability o 
get along well with superiors, co-workers and subordinates. 


Minimum Salary Schedule: 

At least that of Clerical Grade S 
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Clerical Grade 2 (see pp. 149-50) 


SENIOR LIBRARY CLERK 


Definition of the Class of Position: 

Under supervision of the Head Library Clerk or other designated authority, 
to assist with the clerical work of more than average difficulty; and to do 
such other work as may be reauired. 

Examples of Typical Tasks: 

Charging and discharging books; typing overdue notices; handling records 
for reserves; typing and adapting L.C. or other cards from copy supplied; 
filing under supervision; collating and preparing periodicals ^ j. or binding, 
acknowledging and checking gifts and exchanges; listing . duplicates for^ 
exchange; checking periodicals; accessioning books; typing bibliographies, 
reports and memoranda; filling orders for supplies; taking inventory; doing 
other clerical work of more than average difficulty. 

Minimum Qualifications; 

Education and experience as specified in Clerical Grade 2;- accuracy; 
alertness; capacity for detail; orderliness; systematic methods of work; 
ability to follow instructions; ability to get along well with superiors, 
co-workers and subordinates. 

Minimum Salary Schedule: 

At least that of Clerical Grade 2 



Clerical Grade 1 (see p.149) 


JUNIOR LIBRARY CLERK 


Definition of the Class of Position: 


Under immediate supervision of a Head Library Clerk or other designated 
authority* to assist with the clerical work of average difficulty; and to 
do such other work as may be required. 


Examples of Typical Tasks: 

Getting books from the shelves; sorting and shelving books; charging and 
discharging books; cutting leaves of new books; clearing^ tables and keeping 
rooms in order; mending books; filing book cards; arranging and^ filing or er 
cards; arranging material to be filed in catalogs or vertical files; mark- 
ing books, bookplating and doing other processing; taking Inventory; 
operating mimeograph or other duplicating machines; ^ typing simple orms; 
typing simple records; typing book cards; distributing mail, books ana 
supplies among library departments; giving messenger service; doing odier 
simple clerical work. 


Minimum Qualifications: 

Education as specified in Clerical Grade 1; accuracy; alertness; capacity 
for detail; orderliness; systematic methods of work; ability to follow instruc- 
tions; ability to get along well with superiors and co-workers. 


Minimum Salary Schedule: 


At least that of Clerical Grade 1 




Clerical Service 


Grade 1 Clerical Service 

Typical positions in this grade 

Junior Binding Clerk (see p. 142) 

Junior Catalog Library Clerk — Catalog Department (see p. 131) 

Junior Circulation Library Clerk - Circulation Department (see p. 135) 
Junior Library Clerk (see p. 147) 

Junior Order Library Clerk - Order Department (see p. 138) 

Junior Reference Library Clerk - Reference Department (see p. 14$) 

Minimum salary schedule 

xv l least that of Clerical Grade 1 


Minimum qualifications 

Graduation from an accredited high school? or 
Equivalent qualifications 
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Minimum qualifications 


Cnmnletion of two years of education in a college or university 

^ - accrediting association of more than state-wade stand- 

^GrSuation from an accredited high school and not less than four 
veoJj rfapSopriate experience in a library of recognised standing 
Sfof *SrSve been in Clerical Grade 1, plus evidence of pro- 
ficiency in typing or other clerical duties; or 
Equivalent qualifications 


Grade 3 Clerical Service 

Typical positions in this grade 

Head Binding Clerk (see p. 141) . , , OQ x 

Head Catalog Library Clerk - Catalog Department (see p. 129) 

Head Circulation Library Clerk - Circulation Department (see p. 

Head Library Clerk (see p. 145) „ 

Head Order Library Clerk - Order Department (see p. 13b) 

Secretary (see- p. 143) . i-aoV 

Stack Supervisor Clerk - Circulation Department (see p. 13^-) 


133) 


Minimum salary schedule 


At least that of Clerical Grade 3 
Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state— wide standing; or _ , , 

Completion of , two ,yqars of; ©duration in a college ©r university 
amoved ' by /w. ^osre^lt^f .npsaaiat-ibh of more than .state-wide stand.- 
iig : ''Ahd hdt less 'four yeans , ■ appropriate .experience in^a 

library .of : ^^ .qf ,.w|i 4 oh';h^ve',:been .ih'' Clerical 

-other' clerical 

Grad uat i on from an accredited high school and not less than eight 
years of appropriate experience in 'a library o^ ,ij^cp.|^i^ed, ; s,ta^^3%g^ . 
four of which have been in Clerical Grade 2, plus evidence of profi- 
ciency in typing or other clerical duties; or 

”EV» jrl tts* 1 -h • " 
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Professional Service 

Grade 1 Professional Service 

Typical positions in this grade 

Junior Catalog Librarian - Catalog Department (see p. 45) 

Junior Circulation Librarian — Circulation Department (see p. o3) 
Junior Librarian' (see p. 128) 

Junior Order Librarian - Order Department (see p. 79) 

Junior Reference Librarian - Reference Department (see p. 98) 

Minimum salary schedule 

At least that of Professional Grade 1 
Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, including one year of 
training in a library school accredited by the A.L.A.; or 
Equivalent qualifications 



Typical positions in this grade 




Audio-visual Librarian (see pi. 100) 
Binding Librarian' 

Catalog t,al>r^ian ;; ( see 1 ! ' • 

Dormitory Life’-ariisSi 
Intermediate Catalog Librarian - G 
Intermediate Circulation Librarian 
Intermediate-Librarian • .. 

Intermediate Order Librarl^. : 
Intermediate ^ ^Reference ^br^ian - 

Order^Libr ar ian (see p.64) 








152 


Minimum qualifications 


association of more than state-wide standing, xncludmg^ y 

recognized standing in Professional Grade 1, 

Equivalent qualifications 


Grade 3 Professional Service 

Typical positions in this grade 

Agricultural Librarian (see p. 99) 

— Reference Department* (see p* vJJ 
Assistant Chief Circulation Librarian - Class B Circulation p 
ment (see p. 55) _ „ . \ 

SiS - aasa X UDrarXes (see p.2*) 

Bibliographer - Reference Department (see p. 94} 

Browsing Room Librarian (see p. 102) , t /a\ 

Catalog Librarian (Reviser) - Catalog Department (see P-40) 

Catalog Librarian (Specialist in a Subject or Language Field).- Catalog 

Chief ^Catalog Librarian 1 - Class A Catalog Department (see p. 32) 
gSIf S£Sgt£? librarian - Class A <3i r =uXation Department (s^ pp.47-^) 
Chief Order Librarian - Class A Order Department (see pp. 65-66.) /: 

E^emce . iibrarism - Class A Reference Department (see pp. 81 82) 
Clas sification Librarian ' - Catal4g\ department . (see P- . 42) . • ’ 

X' J 1 — a, m J { i,'* '< A' la! ! 1 I- on \ 1 ' ' 


’■! I'/'O 







rSVV 


% , . , L .. .4s. •H . 
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Minimum salary schedule 


At. least that of Professional Grade 5 
Minimum qualifications 


Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus two years of train- 
ing in a library school accredited by the A.L.A., including possession 


of the master's degree; or 

Graduation from a college or university approved by an accrediting 
association of more than state— wide standing, plus one year of training 
in, a library schpol accredited by the A«L*A* and an additional year of 
graduate work culminating in a master's degree in a subject field; ^ or 
Graduation from a" college or university approved by an accrediting 
association of more than state-wide standing, plus one year of training 
in a library school accredited by the A . L . A . , and not less than two 
years of appropriate professional experience in a library of recognized 
Standing two of which have been in Professional Grade 2; br 

Graduation frofe a college 1 dr university approved by an 'accrediting 
association of more than state-wide standing, including' one year of 
' training in a library school accredited' by the A*L#A* , and not less than 
four years of appropriate professional experience in a library of recog— 
< "nized standing two of which' have been Prdfe^i<Mial ^ Grade 2; or 

, feuivalent qualifications ‘ ■ f ; ■ " >tl 1 

, ; 1 "yf A- 1 ,'? ; h §rw x* ;;h. ; ■ " ’ * 
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training in a library school accredited by the A.L.A., including the 
^^Graduation f^Sl^gf g^rsity approved * - -creditin g 

ate work culminating in a doctor's degree ^ J suoject 

Graduation from a college or university approved by ^nacorediting 
association of more than state-wide standing, plus two years of tr x 
ine in s library school accredited by the A.L.A. , including possession 
5 tS master's^ degree , and not less than two years of appropriate 
professional experience in a library of recognized standing two of 
wV»ir»*Vi Tiave been i n Professional Grs-de 35 

SraSSion from a college or university approved by an ^crediting 
association of more than state-wide standing, pH as ° n ° 

in„ina library school accredited by the A.L.A. and <ui additional year 
of° graduate work culminating in a master's degree in a subject field, 
and not less than two years of appropriate professional experien 
in a library of recognized standing two of which have been an Proies- 

S ^Graduation 3 from a college or university approved by an accrediting 

association of more than state-wide, standing, plus one year°f 

ing in a library school accredited by the A,L.A V not less than 

four years of appropriate professional experience g_n libr^ o 

recognized standing two. pf which have been in Professional Grade 3, or 
Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, including one year of tr in 
ing in a library school accredited by the A.L.A. , and not less than 
six years of appropriate; professional experience in a library^pfr 
nized standing two of which have been m Professional Grade 3, or 
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Minimum salary schedule 

At least that of Professional Grade 5 

Minimum qualifications 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus three years of train- 
in g in a library school accredited by the A « 1j • A • , including the posses- 
sion of the doctor’s degree, and not less than four years of appropriate 
professional experience in a library of recognized standing two of which 
have been in Professional Grade 5 or four of which have been in Profes- 
sional Grade 4; or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus one ^ year of training 
in a library school accredited hy the A»L*A* and additional graduate 
work c ulmin ating in a doctor’s degree in a subject field, and not less 
than four years of appropriate professional experience in a library of 
recognized standing two of which have been in Professional Grade 5 or 
four of which have been in Professional Grade 4j or 

Graduation from a college or university approved by an accrediting 
association of more than state-wide standing, plus two years of training 
in a library school accredited by the A.L.A., including possession of 
the master's degree, and not less than six years of appropriate profes- 
sional experience in a library of recognized standing two of which have 
been in Professional Grade 5 or four of which have been in Professional 
.■Grade '4 '"ojf a$4t, '.of which have been in Professional Grade 3; or 
‘ Graduation from a college or university approved by an accrediting 
.association of mtre than state-wide standing, plus one year of training 
in a library schocS. accredited by the A.L.A. and an additional year of 
graduate work: culminating in a master's degree in a subject field, and 
■not lea# >tisn " ,’profes’siohal experience in a li- 

two ot ’which have been' in Professional Grr 
5 or four of which have beqh fiat” of‘'' , «feich 

have been in Professional Grade > ;, !r ,h, J , V ! 

Graduation from a college Or university approved by an accrediting 
association of more than state-wide standing, plus one year of training 
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Minimum qualifications 

■ Minimum requirements the same as for Professional Grade 6 (see pp. .155-56), 
with a^pSte professional experience in a library of recognizea 

standing. 

Note: It is recognized that the duties and responsibilities of the 

positions in this' class are such that a definite statement of the. 
number of years of service required to qualify .tends to be academic. 

In the positions in this class personal qualifications and prove 
ability should always out?;eigh number of years of experience. 


Grade 10 Professional Service 

Typical positions in this grade 

Chief Librarian (or Director) - Class 6 Libraries (see p. 22) 
Chief Librarian (or Director) - Class 7 Libraries (see p. 23) 


• 1 Minimum salary schedule 

least that -’of Professional Grade 10 

Minimum qualifications , 

tii rvi rmim requirements the same as for Professional Grade 6 (pee pp. 155-56), 
with appropriate professional experience in a library of recognized 
standing. . , . -.t.-d 

. It is-r^^'g^ized that the.. **nd responsibilities; of. the posi- 
qlnss/are .fach statement 6f tb& ■ ri 'J“| )er . 

.years of service required to qualify tends to be academic. .In the posi- 
tions in this class personal qualifications and proved ability should 

ye?U‘Sj ; p| > e^e|*iencG . _ ,, ■, , , 


# 
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Anr.KF.MTED L1BEAKZ SCHOOLS 

The Board of Education for Librarianship has classified and a T c ^^ e ^® 
following library schools under the Minimm Requirements for , library schoo ls 
adopted by the Council in October 1933. 

New York State College for Teachers, Department of Librarianship, AVoax^ _ 

At lanta University, School of Library Service, Atlanta, Ga. 

University of California . School of Librarianship, Berkeley r , r c 

Catholic Uni versity of America, Department of _ Library Science, > 

University of Chicago . Graduate Library School, uhicago, ill.^ 

Columbia University, School of Library Service, New York, 

Texas State College for Women, Department of Library Science, Denton 
University of Denver, College of Librarianship, Denver, Coio. 

Lrexel Institu.tVof""Technology , School of Library Science, Philadelphia, .a. 

Emory University, Library School, Emory University, Ga.^ 

Kansas State Teachers College of Emporia, Library School feneseo 

New York State Teachers College, Department of Library Education, Genes_ 

University of Illinois . Library School, Urbana _ , 

University of Kentucky , Department of Library Science, Lex ot 
Louisiana State University, Library School, University station, 

McGill University, Library School, Montreal, Q)ie. 

Marvwood College, Department of Librarianship, ^Scrant . 

TTnlvprqitv of Michigan, Department of Library Science, Ann Ar o 
toiverSS of Minnesota . Division of Library Instruction, Minneapolis 

US S SSS ; HiU 

****■ - 

College of St. Catherine , Library School, ot. Paul, Minn. 

~4 SoS’of ^Science, Los Angles 

”\E?isr^afir sci ° o1 ’ ^ 

va. 

non 0,0 of WiTiiam and am. Department of Library bounce, 

. Oniversity of Wisconsin . Library School, Maaison 

tccBaimrms sf:E00ia N0 TflW(, , ' Ft '- 18 fflsn3jS£ 

Nes Tork State Library Schopl* fibsffi (Merged sith Columbia University, School 
^SrosS^IeSgorwX, Dep^tsent o'f library Science, Gre^isboro 

, HajS^lSSegilfey fel, H^pto^a. : 

M i ^M S^ftifi^btS^sSooD Nev ; york, H. I. (Merged rtth .Columbia 


Schccl, St. Louis, Mo. (Suspended) 
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Accredited Library Schools, 159 
Agricultural Librarian, 99 
Archivist, 93 

Assistant Chief Catalog Librarian 
Class C, 37; Class D, 38; 

Class E, 39 

Chief Circulation Librarian 
Class B, 55; Class C, 56; 

Class D, 57 

Chief Librarian, see Associate 
(or Assistant) Chief Librarian 

Chief Order Librarian 

Class C, 73; Class D, 74 

Chief Reference Librarian 

Class D, 91; Class E, 92 

to the Chief Librarian, 124 

Associate (or Assistant) Chief 
Librarian 

Class 1, 24; Class 2, 25; Class 3, 
26; Class 4, 27; Class 5, 28; 

Class 6, 29; Class 7, 30 
Audio-visual Librarian, 100 
Bibliographer, 94 
Binding Librarian, 101 
Book budget. Standards, 2-14 
Books, Standards, 2-14 
Browsing Room Librarian, 102 
Budget, see Book budget, Standards; 
Salary budget. Standards 
• Catalog Department 

Assistant Chief Catalog Librarian, 
37-39; Catalog Librarian, 31; 
Catalog Librarian (Reviser) , 40; 
Catalog Librarian (Specialist in 
a Subject or Language Field), 41; 
Chief Catalog Librarian, 32-36; 
Classification Librarian, 42; Head 
Catalog Library Clerk, 129; Inter- 
mediate Catalog Librarian, 44; 
Junior Catalog Librarian, 45; 
Junior Catalog Library Clerk, 131; 
Senior Catalog Librarian, 43; 
Senior Catalog Library. Clerk, 130; 
Size, 15 

L ibrarian , 31; see also Chief 
Catalog Librarian 

Librarian (Reviser), 40 

Librarian (Specialist in a 

Subject or Language Field), 41 
Cataloger, see Catalog Librarian; 

, Chief Catalog Librarian 


Chief Catalog Librarian 

Class A, 32; Class B, 33; Class C, 
34; Class D, 35; Class E, 36; see 
also Catalog Librarian 
Circulation Librarian 
Class A, 47-48; Class B, 49-50; 

Class C, 51-52; Class D, 53-54; 
see also Circulation Librarian 
Librarian (or Director) 

Class 1, 17; Class 2, 18; Class 3, 
19; Class 4, 20; Class 5, 21; Class 
6, 22; Class 7, 23 

Order Librarian 

Class A, 65-66; Class B, 67-68; 

Class C, 69-70; Class D, 71-72; 
see also Order Librarian 

Reference Librarian 

Class A, 81-82; Class B, 83—84; 

Class C, 85-86; Class D, 87-88; 
Class E, 89-90; see also Reference 
Librarian 

Circulation Department 

Assistant Chief Circulation Librar- 
ian, 55-57; Chief Circulation Li- 
brarian, 47-54; Circulation Librar- 
ian, 46 ; Head Circulation Library 
Clerk, 133; Interlibrary Loan Li- 
brarian, 58; Intermediate Circula- 
tion Librarian, 62; Junior Circula- 
tion Librarian, 63; Junior Circula- 
tion Library Clerk, 135; Reserves 
Librarian, 59; Senior Circulation 
Librarian, 61; Senior Circulation 
Library Clerk, 134; Size, 15; Stack 
Supervisor Clerk, 132; Supervising 
Librarian of Stacks, 60 

Librarian, 46; see also Chief 

Circulation Librarian 
Class 1 Libraries, 1-2 

2 Libraries, 3-4 

3 Libraries, 5-6 

4 Libraries, 7-8 

5 Libraries, 9-10 

6 Libraries, 11-12 

7 Libraries, 13-14 

A Department, 15 

B Department, 15 ; 

C Department,. 15 

D Department, 15 

E Department f 15 

of position, Defined) vii ' 
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Classes of 

Departments, 15; Libraries, 1-14 

university libraries . 

Class 1, 1-2; Class 2, 3-4; 

Class 3, 5-6; Class 4, 7-8; 

Class 5, 9-10; Class 6, 11-12; 

Class 7, 13-14 

Classification Librarian, 42 

Clerical Grade , see Grade 

Clerical Service 

Service, Defined, xrij 
Grade 1, 149; Grade 2, 149-50; _ 
Grade 3, 150; Personnel Specifi- 
cations, 129-47; Standards of 
Education, Experience and Pay 
for Personnel Grades, 149-50 
College Librarian, 103 
Definition of the Class of Position, 
17-147 

Degree-conferring four-year institu- 
tions, Defined, :sr.i 
Department, Defined, xiv 
Departmental Librarian, 104 
Departments, . Classes of 

Catalog, 15; Circulation, 15; 

Order, 15, Reference, 15; 

Standards, 15 

Director, see Chief Librarian' (or 
Director) 

Distribution of positions, Standards 

1-13 

Documents Librarian, 95 
Dormitory Librarian, 105 
Education, Standards 

■Clerical Service, 149-50; Per- 
sonnel. Specifications, 17-147; 
Professional Service, _ 151-58 
Elementary School Librarian, see 
Training School Librarian - Ele- 
mentary School Library 
Engineering Librarian, 106 ■ 

Examples of Typical Tasks, 17-147 
Experience, Standards 

Clerical Service, 149-50; Per- 
sonnel ■ Specifications , 17—147; 
Professional Service, 151-58 

Extension Librarian, : 107 
Faculty member. Defined, xxix; 

Full-time, Defined, xxii; Irregular, 
Defined', xxii 1 

Form and' Instruction Sheet Used for - 
Job Analysis, 160-67 * n r '■ 
Full-time faculty- member. Defined,- 
xxii ’ 1 : : - 

student. Defined, xxii 

. Gifts and. Exchanges Librarian, 75 

1 


Grade 1 

Clerical Service, 149; Professional 
Service, 151 
2 

Clerical Service, 149-50; Profession- 
al Service, 151-52 
3 

Clerical Service, 150; Professional 
Service, 152-53 
4 

Professional Service, 153-54 
5 

Professional Service, 154-55 
6 

Professional Service, 155-56 
7 

Professional Service, 156-57 
8 

professional Service, 157 
9 

Professional Service, 157-58 
10 

Professional Service, 158 
Graduate student, Defined, xxii 
Head Binding Clerk, 141 

Catalog Library Clerk, 129 

Circulation Library Clerk, 133 

Library Clerk, 145 

Order Library Clerk, 136 

Honors student, Defined, xxi 
Hours, of work, Standards, 2-14 
open , Standards , 2—14 
Instructor in the Use of the Library, 
103 . 

Interlibrary Loan Librarian, 58 
Intermediate Catalog Librarian, 44 

Circulation Librarian, 62 

Librarian, 127 

O rder Librarian, 78 

Reference Librarian, 97 

Irregular faculty member, Defined, 
xxii 

student, Defined, xxii 

Job Analysis, Form and Instruction 
Sheet Used for, 160-67 
Junior Binding Clerk, 142 

Catalog Librarian, 45 

Catalog Library Clerk, 131 

Circulation Librarian, 63 

. C irculation Library Clerk, 135 

College Librarian, 109 

Librarian, 128 > 

Library Clerk, 147 

Order Librarian, 79 

Junior Order Library Clerk, 138 
Reference Librarian, 98 
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Junior Reference Library Clerk, 140 
Law Librarian* 110 
Leaves, Standards, 2-14 
Librarian, see Chief Librarian (or 
Director) 

in charge of Departmental 

Libraries, 111 

in oharge of Exhibitions and 

Fublicity, 112 

of Special Collections, 113 
Libraries, Classes of, 1-14 
Library Schools, Accredited, 159 
S cience Librarian, 114' 

Materials Laboratory Librarian, 115 
Medical Librarian, 116 
Miorophotography Librarian, 117 
Minimum Qualifications 

Clerical Service, 149-50; 

Personnel Specifications, 17-147} 
Professional Service, 151-58; 

Staff, 1-13 

S alary Schedule 
Personnel grades, xvii-xviii, 
149-58j Personnel Specifications, 
17-147; 

Preparation of, xxxv 

Standards, 1-14 

lon-degree-conf erring institutions. 
Defined, xxi 
Order Department 

Assistant Chief Order Librarian, 
73-74; Chief Order Librarian, 65- 
72; Gifts and Exchanges Librarian, 
75; Head Order Library Clerk, 136; 
Intermediate Order Librarian, 78; 
Junior Order Librarian, 79; Junior 
Order Library Clerk, 138; Order 
Librarian, 64; Senior Order Librar' 
ian, 77; Senior Order Library 
Clerk, 137; Serials Librarian, 76; 
Size, 15 

L ibrarian, 64; see also Chief 
Order Librarian 
Pay 

Clerical Service, 149-50; Person- 
nel Specifications, 17-147; Pro- 
fessional Service, 151-58; Staff, 
1-13; Standards, 1-13 
p lan 

~ Personnel grades, xvii-xviii; Pre- 
paration of, xxxv 
Pensions, Standards, 2-14 
Personnel grades 

Clerical Service, 149-50; Profes- 
sional Service, 151-58 

S pecif loations for Library Posi- 
tions 


Clerical Service, 129-47; Profes- 
sional Service, 17-128 
Position-classification 

Defined, vii; Uses, vii, x-xi 
Positions 

Distribution, Standards, 1-13; 

In each grade. Clerical Service, 
149-50; Professional Servioe, 151- 
53 

Professional Grade , see Grade 

Professional Service 

Service, Defined, xvi; 

Grade 1, 151; Grade 2, 151-52; Grade 
3, 152-53; Grade 4, 153-54; Grade 
5, 154-55; Grade 6, 155-56; Grade 
7, 156-57; Grade 8, 157; Grade 9, 
157-58; Grade 10, 158; Personnel 
Specifications, 17-128; Standards 
of Education, Experience and Pay 
for Personnel Grades, 151-58 

student. Defined, xxii 

Qualifications 

Clerical Servioe, 149-50; Personnel 
Specifications, 17-147; Professional 
Service, 151-58; Staff, 1-13 
Rare Books Librarian, 118 
Readers’ Adviser, 119 
Reference Department 

Arohivist, 93; Assistant Chief 
Reference Librarian, 91-92; Bibli- 
ographer, 94; Chief Reference 
Librarian, 81-90; Documents Librar- 
ian, 95; Intermediate Reference 
Librarian, 97; Junior Reference 
Librarian, 98; Junior Reference 
Library Clerk, 140; Reference 
Librarian, 80; Senior Reference 
Librarian, 96; Senior Reference 
Library Clerk, 139; Size, 15 
L ibrarian, 80; see also Chief 
Reference librarian 
Reserves Librarian, 59 
Reviser, see Catalog. Librarian (Reviser) 
Salaries 

Clerical Service, 149-50; Personnel 
Specifications ^ 17-147; Professional 
Service, 152-58; Staff, 1-13; 
Standards, 1-13 

Salary budget. Standards, 2-14 
Schedule 

Personnel grades, xvii-xviii, 149- 
58; Personnel Specifications, - 
17-147; 

Preparation of, xxxv 
Secondary School. Librabiah,' .see* 

Training 1 > Secondary 

School Library : 
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Secretary, 143 

to the Chief Librarian, 125 

Senior Catalog Librarian, 43 

Catalog Library Clerk, 130 

Circulation Librarian, 61 

Circulation Library Clerk, 134 

Librarian, 126 

Library Clerk, 146 

Order Librarian, ' 77 

Order Library Clerk, 137 

Reference Librarian, 96 

Reference Library Clerk, 139 

Serials Librarian, 76 
Service unit load, Computed, xxi- 
xxiii, 1-13 

Sick leave, Standards, 2-14 
Size of staff, Standards, 1-13 
Specialist, see Catalog Librarian 
(Specialist in a Subject or 
Language Field) 

Specifications for Library Positions 
Clerical Service, 129-47; 
Professional Service, 17-123 
Stack Supervisor Clerk, 132 
Staff 

Distribution, 1-13; Education, 
149-53; Experience, 149-58; 

Pay, 149-58; Qualifications, 1- 
13; Salaries, 1-13, 149-58; 

Size, 1-13; Standards, 1-13 
Standards 

Book budget, 2-14; Books, 2-14; 
Departments, 15; Distribution of 
positions, 1-13; Education, 149- 
58; Experience, 149-58; Hours of 
work, 2-14; Hours open, 2-14; 
Leaves, 2-14; Pay, 149-58; 
Pensions, 2-14; Qualifications of 
staff, 1-13; Salaries, 1-13, 149- 
58; Salary budget, 2-14; Sick 
leave, 2-14; Size of staff, 1-13; 
Staff, 1-13; Vacations, 2-14; 
Working conditions, 2-14 
Stenographer, 144- 
Student 

Full-time, Defined, xxfL; Graduate, 
Defined, xxii;Honors, Defined, xxij 
Irregular, Defined, xd 1; Profes- 
sional, Defined, xx:d; Underclass 
(undergraduate) , Defined, xxi; 
Upperclass (undergraduate) , 
Defined, xxi 

Supervising Librarian of Stacks, 60 
Tasks, Typical, 17-147 
Theology Librarian, 120 
Training School Librarian — Elemen- 
tary School Library, 121 


Training School Librarian - Joint 
Elementary and Secondary School 
Library, 122 

- Secondary School Library, 123 

Typical positions in each grade 

Clerical Service, 149-50; Profes- 
sional Service, 151-58 
Underclass (undergraduate) student. 
Defined, xxi 

Universities, Defined, xxi 
Upperclass (undergraduate) student. 
Defined, xxi 

Vacations, Standards, 2-14 
Working conditions. Standards, 2-14 









